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STATE OF CALIFORNIA Command: ) Division: N_umber:
MEPARTMENT OF CALIFORNIA HIGHWAY PATROL Ej:ltja':: dSbF;; ings | Southern Eﬁg’. (&
ISPECTION PROGRAM Sgt. Michael Stefanoff # 14924 | 06/04/2009
wHAPTER 8 Assisted by: Date:
COMMAND DU| COST RECOVERY Officer Clifford Porter # 16738 06/04/2009

"yes” or "No” answers, or fill in the blanks as indicated. Any "No" answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks" section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-
up Inspection, the “Follow-up inspection” box shall be marked and only deficient items need to be re-inspected.

INSTRUCTIONS: Answer individual items with

Lead In tor's Signature:
TYPE OF INSPECTION Spae g

X Division Level [C] Command Level .
[ Office of Inspections ] Voluntary Self-Inspection e ,(/C_:-—-—-"’""
Follow-up Required: [] Follow-Up Inspection Comnfiandg(’s Bignature: Date:
X Yes []No . j“ /
BY: (Ul W= G119/ 7
For applicable policies, refer to HPM 11.1, Chapter 20. | k

‘Note: 1f.a "No" or"N/A"box is:checked, the "Remarks"” section shall ‘be.utilized for explanation.
1. Does the command have sufficient procedures to
ensure that a CHP 735, Incident Response Yes | [ONo |[JN/A | Remarks:
Reimbursement Statement, is prepared for each
arrest that meets the cost recovery criteria?
2. What are these procedures?

a Accident Investigation Officer verify that the Cost Recovery Criteria has been met
with an arrest for a violation of California Vehicle Code section 23152 or 23153. He/she also determines if the
arrested party caused a response to an incident and has a supporting Blood Alcohol Concentration Test (BAC
Test) with a result of .08% or greater, meeting the criteria for the CHP 735 “A” section. The officer may utilize the
conditions of the CHP 735 “B” section in the case of a BAC Test that returns under the .08%, a refusal to take the
BAC Test, or a chemical test that is for drugs only. The Accident investigation Officer reviews the report and
ensures that a CHP 735 is attached when the criteria is met. The Accident Investigation Officer then forwards the
CHP 735 to the Sergeants Office for review. The On-Duty Sergeant reviews the CHP 735 for accuracy. The
Sergeant initials the CHP 735 and separates the CHP 735 from the report. The Sergeant forwards the CHP 735 to
the Lieutenant for approval. The Lieutenant reviews the CHP 735 and signs the CHP 735 for the Area
Commander. Once approved, the CHP 735 is forwarded to the CHP 735 Clerk (Office Assistant) who forwards the
CHP 735 to Fiscal Management Section (FMS). If the CHP 735 is pending for a Blood result or a Conviction Date,
the CHP 735 Clerk puts the CHP 735 in a separate file until the resuits come in. The CHP 735 Clerk checks the file

and updates the file on a weekly basis.

This command has the Are

L
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3. Does the command have a specific employee(s)
assigned to process all CHP 735 forms?

Yes

[] No

[CIN/A

Remarks:

2. If the answer to question 3 of this checklist is yes, is
the responsibility of processing all CHP 735 forms
listed in their job description or any other document?

Yes

[JNo

CIN/A

Remarks: Area S.0.P. for Office”
Assistant 1 19.3 (A).

5. Are all CHP 735 forms forwarded to Fiscal
Management Section (FMS) properly with completed
criteria in either Section A or Section B of the form?

X Yes

1 No

[1N/A

Remarks:

6. Does the command have a suspense system in place
to facilitate notification of a conviction involving cases
meeting the requirements of the Driving Under the
Influence (DUI) Cost Recovery Program? This would
involve cases where the following criteria applies:

o A Blood Alcohol Content (BAC) under .08%

e A chemical test is positive for drugs only

» There is no supporting BAC test of drug test (i.e.,
a refusal)

K Yes

I No

I N/A

Remarks:

7. Are CHP 735 forms completed based on the criteria
of Section A of the form being forwarded to FMS
within ten business days from one of the following
dates?

« The date of BAC results of =.08% were received
« The date of BAC results of =.04% were received
for a commercial driver

[Yes

Bd No

CIN/A

Remarks:

See Action Item # 1.

8. Are CHP 735 forms completed based on the criteria
of Section B of the form being forwarded to FMS
within ten business days from being notified of a
conviction of California Vehicle Sections 23152 or
23153, or greater offence as a result of one of the
following?

e The person arrested refused to provide a
chemical test
s The arrest was for drugs only

e« A BAC of < .08% was obtained

[1Yes

X No

CIN/A

Remarks:

See Action Item # 2,

9. |s the ltemized Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual
11.1, Administrative Procedures Manual, and
includes hours for all employees assigned to the
incident?

K Yes

[J No

CIN/A

Remarks:
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COMMAND DUI COST RECOVERY

10. If the person arrested is transient, is the case being
entered into the CHP 735A, Case Log-DU! Cost [TYes | [ONo |[XIN/A | Remarks:
Zeg&\ge;y Program, without forwarding the CHP 735 None Inspected.

11. Are staff hours involved in the incident recorded on
the CHP 735 to the nearest ten minutes? KYes | [INo |[JN/A | Remarks:

12 Do the total number of staff hours charged on the .
CHP 735 agree with the appropriate CHP 415, Daily X Yes | [INo |[JN/A Remarks:
Field Record?

13. Does the Notes portion of the CHP 415 indicate the Remark

i H i emarks:
billable DUI time when the CHP 415 includes more CYes | RINo | CIN/A | com ) Son item #3.
than one activity?

14. Are the staff hours incurred by members of the .
Department for the following activities associated with RYes | [(JNo | [N/ | Remarks:
an incident meeting the criteria for DUI cost recovery
included in the CHP 7357
o Response Time
¢ On-Scene Investigation
e Follow-up Investigation
» Report Writing
e Vehicle Storage
e Call Back
e Field Sobriety Testing
e Transportation
» Booking
» Chemical Testing
« Traffic Control

15. Are the staff hours for officers-in-charge, sergeants, '
lieutenants, or captains listed on the CHP 735 for XvYes | [INo |[JN/A Remarks:
time spent performing the activities listed in question
12 of this checklist and not exclusively supervisory
tasks?

16. Is the current hourly rate for reimbursement, sent out )
to all commands via Comm-Net from FMS, being KYes | [INo |[IN/A | Remarks:
used?

17. Is a copy of the CHP 735 being retained at the
command and filed? KvYes | [ONo | [JN/A Remarks:

18. Is the command utilizing the, optional, CHP 735A to Remark

iR N emarks:
track cases qualifying for the DU! Cost Recovery [ Yes No | [J N/A e e,

19. In the absence of a CHP 735A, how is the command tracking the DUI Cost R

No current log utilized.

ecovery Program?
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20. Are commands using a case monitoring system to ‘
track cases qualifying for the DUI Cost Recovery Yes | [INo | [JN/A | Remarks:
Program including the following information in the Suspense file separate for pending
monitoring system? Blood results and Convictions. .
e Defendant information
« Violation Information
e Court Information
¢ FMS Information
» BAC test results
21. Are cases not resulting in a conviction within 12 '
months after submission to the District Attorney [JYes | [JNo N/A :i”;g'::s an 1imoniiis lociRd
closed out after court verification of case status? in the office.
22. Do closed out cases on the monitoring system have _
a line drawn through the Conviction Date and Date to CJYes | CONo | XIN/A 22’::?;5“ tod and 1o tracking
EMS as well as the reason the case was closed and system in place to verify.
date of last follow-up check?
23. Are refunds or overpayments, as a result of )
erroneous charges, in an amount of = $5.00 being OYes | [JNe N/A gfo’::‘:;';i 4 by FMS
processed by the Department?
24 Is the command reviewing the quarterly reports sent '
by FMS related to the submission of CHP 735 forms Yes | [JNo |[JN/A | Remarks:
and case status identifying any deficiencies in the
submission and accountability of the DUI Cost
Recovery Program?
Question 25 pertains to Fiscal Management Section.
25. IsFMS reviewing.the CHP 735 forms for —
d ) : } — emarks:
completeness of information and returning deficient Yes | [ONo | [JNA All returned 735's for corrections

forms to the issuing command for corrections?

are reviewed by the Sergeants and
returned to the Officer if
corrections are required.
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STATE OF CALIFORNIA Command: Division: Chapter:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Santa Fe Sprinas Southern Eight (8)

COMMAND INSPECTION PROGRAM S e =PId S

EXCEPTIONS DOCUMENT Sgt. Michael Stefanoff, #14924 | 06/3/2009
age 10of4

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the
chapter number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the
document shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

FYPE OF INSPECTION Total hours expended on the X Corrective Action Plan Included

Division Level [] Command Level inspection:
[X] Attachments Included

[] Executive Office Level Ten (10) hours

Forward to:
Southern Division

Follow-up Required:

Due Date: 06/22/09

AL RE ST P LT

nd:DUliCostRecovery

Inspector's Comments Regarding Innovative Practices:
None.

. command Suggestions for Statewide Improvement: B ) |
None.

[ Inspector's Findings:

On June 3, 2009, the Southern Division Inspection Team conducted an inspection of the Santa Fe
Springs Area. The scope of the inspection included the Driving Under the Influence Cost Recovery
Program (CHP 735). The inspection was conducted in accordance with the Command Inspections
Manual, Highway Patrol Manual 22.1 (HPM), Chapter 8. Ten percent (12 documents) of the Area’s CHP

735's for the previous twelve months were inspected.

The CHP 735 program is currently being processed and monitored by the Area Arrest Reports Clerk
(Office Assistant [l — OA Il). OA II, D. Cooper, #A13097, assumed the position in June 2008. In addition
to regularly assigned duties the CHP 735 clerk has some understanding of the requirements of HPM
11.1, Chapter 20, and is fairly organized with paperwork files. Currently, the Field Lieutenant is the final
level of review for the CHP 735's. After review by the on-duty Sergeant, the CHP 735 is forwarded to
the Lieutenant for review and signature. The CHP 735 is then forwarded to the CHP 735 Clerk for

ocessing to Fiscal Management Section (FMS).

CHP 6B0A (Rev. 02-09) OPI 010



DLPARTVIENT OF CALIFORNIA HIGHWAY PATROL clligant: e Chapter

COMMAND INSPECTION PROGRAM | -S2nta Fe Springs | Southern__ Eight (6)

EXCEPTIONS DOCUMENT Sgt. Michael Stefanoff, #14924 | 06/3/2009
age 2 of 4

The Santa Fe Springs Area Commander assumed the position in May 20086. Itis apparent that the Area
Commander has taken an active role in the management and importance of the Area’s DUI Cost
Recovery Program. The Area has the officers submit the CHP 735 to their immediate supervisor to
ensure all documents are completed and accurate for those incidents meeting the DUI Cost Recovery

criteria.

ACTION ITEMS

Action Item #1 — Ensure all CHP 735's are processed and forwarded to Fiscal Management Section
within ten (10) business days of the established criteria (CHP 735 — Section A), in accordance with

departmental policy, HPM 11.1, Chapter 20 (Question #7).

e The Area is currently not utilizing any type of log or spreadsheet to track and monitor cases
meeting the DUI Cost Recovery criteria. It was determined that there is no uniform method of -
recording the date the CHP 735 was forwarded to FMS. Very few CHP 735’s have the date
written directly on them. Some documents have the date indicated on a route slip attached to the
copies when the CHP 735 was processed. Although eventually processed (verified by the
quarterly FMS reports) most of the CHP 735’s had no indication of the date it was forwarded to
FMS. Without an FMS date there is no verification of the documents being submitted within the

required ten day time frame.

e The CHP 735 Clerk currently relies on the Area Evidence Officer to obtain the B.A.C. results and
enter them into AIS. The CHP 735 Clerk periodically checks the status of the B.A.C. results of
the pending CHP 735's through AIS once they are entered. Without immediate notification from
the Evidence Officer of the B.A.C. results, the CHP 735 Clerk does not have immediate access to
B.A.C. results for the processing of CHP 735's within the required ten day time frame.

Action Item #2 — Ensure all CHP 735's are processed and forwarded to Fiscal Management Section
within ten (10) business days of the established criteria (CHP 735 — Section B), in accordance with
departmental policy, HPM 11.1, Chapter 20 (Question #8).

e The Area is currently not utilizing any type of log or spreadsheet to track and monitor cases
meeting the DUI Cost Recovery criteria. it was determined that there is no uniform method of
recording the date the CHP 735 was forwarded to FMS. Very few CHP 735’s have the date
written directly on them. Some documents have the date indicated on a route slip attached to the
copies when the CHP 735 was processed. Although eventually processed, verified by the i
quarterly FMS reports, most of the CHP 735’s had no indication of the date it was forwarded to
EMS. Without an FMS date there is no verification of the documents being submitted within the

required ten day time frame.
e The CHP 735 Clerk monitors the suspense file and criminal conviction status when not

completing other assigned duties. The CHP 735 Clerk currently does not have access to any
court information through CCHRS or the TCIS. The sole source for verifying the court disposition
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STATE OF CALIFORNIA Command: Division: Chapter:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Santa Fe Springs Southern Eight (8)

COMMAND INSPECTION PROGRAM nsnecied By LS Date:

EXCEPTIONS DOCUMENT Sgt. Michael Stefanoff, #14924 06/3/2009
age 3 of 4

status is through an individual Criminal History, utilizing the M.|.S. system. The CHP 735 Clerk
will periodically call the appropriate court to obtain the disposition of a case or rely on the
information received from the Area Court Officer. Although the CHP 735's are normally
processed once the conviction status is verified, no immediate or real time access is available to
process the CHP 735's. Therefore, the CHP 735's are not always completed, reviewed and

processed within the required ten day time frame.

Action Item #3 — Ensure the notes portion of the CHP 415 indicates billable DUI time and broken down
by specific billable activity when the CHP 415 includes more than one activity. In addition, the arrestees
name and case number shall be included on the CHP 415 in accordance with departmental policy, HPM

11.1, Chapter 20 (Question #13).

e Itis the responsibility of the on-duty Sergeant to ensure all time indicated on a submitted CHP
735 corresponds with an attached CHP 415 for that incident. The majority of the CHP 415's
indicate billable activity time by highlighting the time to correspond with the CHP 735, however no

additional information, regarding their activity, is placed in the notes portion as required. )

« The majority of the investigating officers handling incidents requiring a CHP 735 correctly
categorize their activity between the CHP 415 and CHP 735. In addition, the majority of the
officer's also place the defendants name and case number on the CHP 415 as required.
However, several of the CHP 415's submitted with the CHP 735's, for additional officers on
scene, do not contain the defendant’s name and have their activity time documented as “Other
Assists.” Although the total number of hours on the CHP 735 corresponds to the -attached CHP
415, the billable activity time, meeting the DUI Cost Recovery criteria, is not itemized on the CHP
415. As a result, this creates some confusion on the amount of time documented for DUI Cost

Recovery for a specific incident for the additional officers.

Action ltem #4 — Ensure the Area is utilizing some type of system to track cases qualifying for the DU!I
Cost Recovery Program and their submission to Fiscal Management Section (Question #18).

e The Area is currently not utilizing any type of log or spreadsheet to track and monitor cases
meeting the DUl Cost Recovery criteria. It was determined that there is no uniform method of -
recording the date the CHP 735 was forwarded to FMS. Although the CHP 735 Clerk does have
access to the AlS, it is not being utilized to track or record CHP 735 information. The AIS is being
utilized by the Area Evidence and Court Officers, by recording the CHP 735 information in the
database. By adequately utilizing this system to enter and store valuable information regarding
these incidents, there is no duplication of information, thus eliminating the potential for errors. In
addition, by utilizing the AIS system, the CHP 735A Case Log is automatically generated by the
arrest date, which creates an accurate, up to date, suspense and tracking system.

TSommander's Response: X Concur or [J Do Not Concur (Do Not Concur shall document basis for response) |

Within the next 30 days Area will implement the following:
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COMMAND INSPECTION PROGRAM  [-Santa Fe Springs | Southern Eight (8)

EXCEPTIONS DOCUMENT Sgt. Michael Stefanoff, #14924 | 06/3/2009
age 4 of 4

Action Item #1. Area will ensure all CHP 735 forms are processed and forwarded to Fiscal
Management Section (FMS) within the required time frame. The date will be documented on the top of
each CHP 735 form indicating when it was forwarded to FMS. A log will be created to accurately track

each CHP 735 form (Section A).

Action ltem #2. A log will be created to accurately track each CHP 735 form (Section B). Additionally,
the CHP 735 clerk will work closely with the court / evidence officer to obtain required information from
the courts to complete the CHP 735 forms in a timely manner. Area will also explore the possibility of

the Area CHP 735 clerk getting access to the CCHRS and or the TCIS system for needed information.

Action Item #3. Area will provide training to all officers and sergeants regarding the proper
documentation of required information on the CHP 415, Daily Field Record, and CHP 735 forms per
Departmental policy (HPM 11.1, Chapter 20). This will occur during training days and daily briefing

items.

Action Item #4. Area will use the CHP 735A form to accurately track cases. Additionally, training will
be provided to personnel responsible for tracking cases eligible for DUI Cost recovery specifically by

using the Automated Information System (AIS).

'Inspector’s Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,

|_etc.)
None.

T e A BRI

AP

Corrective Action Plan/Timeline
See above, Commander’'s Response.

DATE

TAV &
] Employee would like to discuss this report with COWR' )S’GNATURE
the reviewer.
/ (F/ (41

(See HPM 9.1, Chapter 8 for appeal procedures.) A ~
INSPECTORS/SIGNATU DATE
AR

<
] Reviewer discussed this report with REYIEWER'S S|GNATURE DATE
employee (/\k} T
| L_¥Eoncur [ Do not concur : (0 7 ]
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STATE OF CALIFORNIA Command: Division; Number:
NEPARTMENT OF CALIFORNIA HIGHWAY PATROL 550 SFS Southern Chapter 8
ISPECTION PROGRAM Evaluated by: Date:
CHAPTER 8 Justine Lam 6/3/09
COMMAND REIMBURSABLE SERVICES Assisted by. Date:
Ana Markey 6/3/09

Page 1 of 4

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill
e legal statues, or deficiencies noted in the inspections

with policy, applicabl
for deficiencies shall be documented on an Exceptions Docum

Additionally, such discrepancies and
command, Furthermore, the memorandum shall include any follow-
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-

in the blanks as indicated. Any "No" answers, discrepancies
shall be commented on via the "Remarks" section.

ent and addressed to the next level of
up andlor corrective action(s) taken. If this form is used as a Follow-up
inspected.

TYPE OF INSPECTION

Lead Inspeclor's Signature:

X Division Level [l Command Level )

[] Office of Inspections ] Voluntary Self-Inspection ) M_’,
Follow-up Required: [ Follow-Up Inspection | Commeoprs§iarptire: pate:
X Yes [ 1No B \ | \'/ L &?’ /J?

For applicable policies, refer to HPM 11.1, Chapter 6.

INote: If.a:NoorN/AT boxlis checked :the "Remarks. section'shall belutilized foriexplanation: & s

T T T T

e
Fr]
et
Goh
e
-
s
2
s
5
o
e
&
%
e
b5
=
£
£
==~
=

1. Prior to the performance of services, is the
contracting party informed of the rates charged for Hvyes | ONo |ONA Remarks
services, departmental equipment usage, and
canceliation policy?
2. Does the billing rate include mileage and other
expenses such as uniform or equipment damage? K yes | [INo | CINA
3. When a safety service is provided to another state
agency, is the agency's five-digit billing code Yes | [INo |[JN/A | Remarks:
obtained?
4. s the billing code documented on the Reimbursable
Services Billing Memorandum? R vYes | [(ONo | [JNA Remarks:
5. |s $50 charged for each CHP uniformed employee
assigned to the detail if the cancellation notification is | X Yes [INo | [JN/A | Remarks: R
less than 24 hours prior to the scheduled service?
6. Is a minimum payment of 4 hours overtime charged
when employee(s) could not be notified of the Yes | [JNo | [JN/A | Remarks:
cancellation of their service(s)?
7. |s information regarding the procedures to obtain ,
necessary right-of-way clearances or permits, local Yes | [INo | [N | Remarks:
requirements, and other pertinent information made
available to inquiring parties?
8. Are written requests for specific services directed to
the appropriate command? Yes | [JNo | [JN/A | Remarks: )
9. Avre traffic control services less than $50,000
approved by Division? Yes | [ONo | [N/ | Remarks:
10. Avre traffic control services estimated to be $50,000 or Remarks: Of the documents
more approved by the Office of the Commissioner? [Qvyes | [OJNo N/A reviewed. none were over $50,000
11. Are ‘extraordinary protective services approved by the Remarks: Of the documents
Assistant Commissioner, Field? Ovyes | [(JNo NIA | o awed. none were prolective

services.

CHP 680U (Rev. 02-09) OPI 010




STATE OF CALIFORNIA
NEPARTMENT OF CALIFORNIA HIGHWAY PATROL

ISPECTION PROGRAM

CHAPTER 8
COMMAND REIMBURSABLE SERVICES

) Is a Relmbursable Serwoes Agreement (RSA) Iog

Page 20f4

arY CHP466 malntalned’?

number requested from Division for every contract? | [ Yes | [1No [ N/A | Remarks:
13. Is a CHP 465 form completed in accordance with ) )
policy? I:] Yes <] No D N/A Remarks: Action ltem #1
14. Are advance payments collected from the contracting
company prior to the start of the service? Yes | [INo | [J N/ | Remarks:
15. Is a CHP 251 prepared and mailed to the contracting
company upon receipt of advance payments? Yes | [ No | [ N/A | Remarks:
16. Is a CHP 467 prepared and submitted to the Fiscal
Management Section upon completion of the Yes | [ONo |[JN/A | Remarks:
contractual service(s)?
17. Is a copy of the CHP 465 attached to the weekly
CHP 230, and If applicable, a CHP 1697 Yes | [INo | CIN/A | Remerks:

Remarks: Action Item #2

one of the contracting parties is a county, city, district,

or other local public body?

[] Yes No | [] N/A

19. Do RSA numbers begin with the letter "R" to denote
reimbursable services, followed by two digit fiscal Yes | [ONo |[JN/A | Remarks:
year, three digit location code, and a sequential
number for each agreement? =

20. |s the CHP 466 closed out at the end of each fiscal ,

i year with a new log implemented on July 1 beginning | [J Yes | X No ] N/a | Remarks: Action ltem #2
with the sequential number 0017

21. Are all sequential numbers accounted for when )
reconciling with the Billing Memorandum? [] Yes No | [ N/A | Remarks: Action tom #2

22. Are sequential numbers not matching Billing )

Memorandums reconciled? (] Yes No | [T] N/A | Remarks: Action tem g

23. Is the original RSA signed and filed at Area?

X ves | [ONo | [IN/A Remarks:

24. Does the command proceed with all RSA E
arrangements, and if needed, ensure the requestor Yes | [JNo |[JN/A | Remarks:
has obtained the necessary right-of-way, clearances,
and permits?

25. |s the indemnification clause included in the Remarks: None of the documents
agresment when requested? [ ves [ No D N/A reviewed'required the inclusion of the

indemnification clause.

26. Is the inclusion of the indemnification clause ' Remarks: None of the documents
approved by the Department of General Services, OvYes | [ONo N/A | oiswod required the inclusion of the
Office of Legal Services? indemnification clause.

27. If the service is over $50,000 per occasion, is a Remarks: None of the documents
gglrSiZ:fUpr:ﬁEared and submitted to Contract OYes | [No NIA | o ad were over $50,000.

28. Is a copy of the resolution, order, motion, or remarks: There are several existing
ordinance of the local governing body obtained when Ovyes | OONo | X NA contracts in place with some

governmental agencies. If no
contract has been entered, then an
agreement (CHP465) is altached,
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STATE OF CALIFORNIA
NEPARTMENT OF CALIFORNIA HIGHWAY PATROL

ISPECTION PROGRAM

CHAPTER 8
COMMAND REIMBURSABLE SERVICES

Page 3 of4

29.

Are dignitary protection services referred to the Office
of Dignitary Protection?

Yes

Remarks:

30.

Are CHP 312 forms, CHP 313 forms, and CHP 467
forms prepared when a statewide agreement is in
effect?

Yes

Remarks:

32,

~When state agencies are requesting a statewide

agreement, are they referred to Enforcement
Serwces D|V|5|on Field Support Section?

[s a CHP 230prepred b the contractln party when
fees are collected on the day of the training session?

Remarks:

Remarks: No outside training has
been provided by lhe Area

33.

Are the original CHP 467 and contract agreement
submitted to Fiscal Management Section (FMS) upon
completion of services (other than COZEEP,
MAZEEP, extraordinary protective services, and
special projects) within 5 days?

Remarks: Action item #3

34.

Are copies of CHP 467 forms forwarded to the next
level of review?

K Yes

[ No

] N/IA

Remarks:

35,

ls the date when the Billing Memorandum was sent to
FMS noted on the Reimbursable Services Control
Log?

X Yes

[ No

I N/A

Remarks:

36.

Is a copy of the command's Reimbursable Services
Control Log forwarded or e-mailed to the Division
Coordinator at the end of each month?

[] Yes

X No

I NA

Remarks: Action Item #2

37.

ls the Reimbursable Services Control Log verified
with the copies of the Billing Memorandums to ensure
all reimbursable time has been reported to FMS for

billing purposes?

Yes

Remarks:

38.

Are outstanding items being inspected and resolved?

Is a copy of the CHP 467and CHP 465 submltted to

Remarks

39,
FMS upon completion of extraordinary protective O yes | [JNo N/A Ereort‘;irt'i(fé S'\:r’vfc’(gsag;g‘;;yents o
services? reviewed.
40. [s a reimbursable special project code cbtained on
every contractual service? B Yes | TINo | [ N/A Remarks:
41. Is the overtime report(s) for reimbursable special
project(s) used to reconcile CHP 415 forms for each | [X] Yes | [JNo [J N/A | Remarks:
special project?
42. Are the special project codes on the overtime
report(s) verified to ensure the correct special project Yes | [ONo | [JN/A | Remarks:
code has been used?
43. Are all corrections noted on the overtime report(s)?
Yes [:' No [:] N/A Remarks:
44. Are overtime reports approved and dated by the :
commander after reconciling? Yes | [OJNo | [JN/A | Remarks:
45, s the original overtime report(s) forwarded to FMS?
Yes | [JNo [ [JNA
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46. Is a copytof the overtime report forwarded to Division Remarks: A copy s dus tohe

by the 10" of the month (except COZEEP/MAZEEP)? XYes | ONo | LINA | S, by the 18Maf each month.
The due date is delayed because the
overtime report does not get printed
by Headquarters until the 8™

47, Are all COZEEP/MAZEEP reports forwarded to
Division by the 15" of the month? Yes | [JNo | [JN/A | Remarks:

48. Are all COZEEP/MAZEEP reports approved by
Division and forwarded to FMS by the 30" of the X Yes | (ONo | N/A Remarks:
month?

49. |s a copy of the CHP 71 attached to the overtime . .
report(s) when there are reimbursable nonuniformed | (] Yes | [ No N/A Eerg]ggg:sgmimﬁﬁgﬁéd"t‘ir::’:i .
personnel hours? involved, CHP71 is attached to the

OT report.

50. Is an amendment of service agreement requested
prior to the fund being depleted, and if necessary, is | X Yes [INo | [ N/A | Remarks:
the service discontinued?

51. Are all payments made directly to FMS?

@ Yes ] No D N/A Remarks: All checks made to CHP

52. Does the command require delinquent companies to ) .
pay outstanding invoices in full prior to providing any | [ Yes ONo | XIN/A E?;?;‘;‘t?éncffo"r‘nm:ggj‘qﬁggﬁgece“’e

future services?

regarding delinquent accounts.
Therefore commands cannot track
this information.
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INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utllized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the X Corrective Action Plan Inciuded

X Division Level [] Command Level inspection: 5
BJ Attachments Included

[] Executive Office Level

Forward to:
Southern Division
Due Date: 6/22/09

Follow-up Required:

Inspector's Comments Regarding Innovative Practices:
None.

| Command Suggestions for Statewide Improvement:
None.

| Inspector's Findings: |

On June 3, 2009, Southern Division conducted an inspection on Santa Fe Springs Area's reimbursable
services. Since the Area had a minimal amount of reimbursable services, 100% inspection was done for
the period of May 1, 2008 to April 30, 2009. Highway Patrol Manual (HPM) 22.1 Chapter 8 and Highway
Patrol Manual (HPM) 11.1, Chapter 6, was used to assess the Area’s compliance for reimbursable

services.

Santa Fe Springs Area’s reimbursable services is handled by the Area Overtime Coordinator, Officer
Jon Osti as designated by the Area Standard Operating Procedures (SOP). Officer Osti has assumed
this position for approximately one year. It was apparent during this inspection that Officer Osti had
good knowledge of the policies and procedures relating to reimbursable services.

After completion of the CHP 465 and 467, Officer Osti forwards the documents to the Commander for
:view and signature.
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ACTION ITEMS

Action ltem #1
Question 13: |s a CHP 465 form completed in accordance with policy?

e One document reviewed did not have the requesting company’s signature.

Action ltem #2
Question 18: |s a CHP466 maintained?

Question 20: Is the CHP466 closed out at the end of each fiscal year with a new log implemented on
July 1 beginning with the sequential number 0017

Question 21: Are all sequential numbers accounted for when reconciling with the Billing Memorandum?

Question 22: Are sequential numbers not matching Billing Memorandums reconciled?

Auestion 36: |s a copy of the command'’s Reimbursable Services Control Log forwarded or emailed to
e Division Coordinator at the end of each'month?

s The log was neither reconciled nor forwarded to Southern Division as there was no CHP 466 (R#
Log) maintained by the Area.

Action Item #3
Question 33: Are the original CHP 467 and contract agreement submitted to Fiscal Management

Section (FMS) upon completion of services (other than COZEEP, MAZEEP, extraordinary protective
services, and special projects) within 5 days?

¢ Four documents reviewed did not get completed within the required timeframe.

o Although the five day timeframe is not a policy, it is recommended that the CHP 467 and CHP
465 be sent to Fiscal Management Section (FMS) as expeditiously as possible

Note: The following items were not part of the Chapter 8 checklist however the discrepancies below
were identified during the inspection:

e It was identified that there were no billing documents (CHP 467, CHP 313) completed and sent fo
Fiscal Management Section (FMS) on all the reimbursable details for the Bureau of Automotive
Repair (BAR). Per Officer Osti, he was not aware that billing documents were needed for this
type of service and that all the BAR details did not have any billing documents attached.
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o On the COZEEP/MAZEEP reimbursable contracts the mileage on one of the Daily Reports did
not get written on the 415 and another one had the wrong mileage amount entered on the 415.

« Two documents were found to not have the counter receipt ( CHP251) number written on the
checks collected. Per HPM11.1, Chapter 4, paragraph 8a.(6), the counter receipt number needs

to be indicated on the check.

o On the CHP465 form (#9 line item), the deposit collected should be indicated when a check was
collected by the Area. It was identified that two documents did not have the check amount and

check number entered on the CHP 465’s.

e On the CHP467, the check amount should only be entered in the Deposit Collected field when a
check is received by the Area. One document was found to have indicated that a payment was

collected when no check was received.

| Commander's Response: X Concur or [] Do Not Concur (Do Not Concur shall document basis for response) ]
See below for Area Corrective Action

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,

etc.)
None.

‘RequirediAGtion . &1

Corrective Action Plan/Timeline

Within the next thirty days Area will implement the following:

Action Item #1. Area will assign a supervisor to immediately oversee the Area Overtime Coordinator. -
This will help improve the review process of all required paperwork and confirm all information and

required signatures are obtained.

Action Item #2. A copy of the CHP 466, Reimbursable Services Control Log, will be placed in
spense for every July 1%t This will ensure Area starts a new log for each fiscal year. Additionally, the
HP 466 will be placed in the suspense log to ensure a copy is forwarded to Division on the first of each
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month. Prior to submittal, each CHP 465 Reimbursable Letter of Agreement will be reviewed by a

supervisor prior to submittal to Division.

Action Item #3. The assignment of a supervisor to oversee the overtime coordinator will help with the
accuracy and timeliness and will assist the Area meet Departmental Policy in the completion of required

documentation.

Al required documentation will be cross referenced for accuracy including but not limited to CHP 465, )
466, 467, 313, 415 and CHP 251 Counter Receipts.

[J-€oncur [] Do not concur

] Employee would like to discuss this report with COMM D 'S |GNATURE DATE
the reviewer. a [ {
(See HPM 9.1, Chapter 8 for appeal procedures.) I'(; (_)9
INSPEC IGNATURE DATE
~:.(gcf —-:/”L—/’ G T8 of
[] Reviewer discussed this report with REVIEWER'S SIGNATURE DATE
employee _
U\J\-._/ h p— @ ~ e - OE7
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STATE OF CALIFORNIA Command: Division: Nu_mber:
REPARTMENT OF CALIFORNIA HIGHWAY PATROL Newhall Southern Eight (8)
SPECTION PROGRAM Evalualed by Dae: :
' Assisted by: Date:
COMMAND DUI COST RECOVERY Officer Clifford Porter # 16738 | 06/09/2009

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicated. Any “No" answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspsctions shall be commented on via the "Remarks” section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command Furlhermore. the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-
up Inspeclion, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected, =

TYPE OF INSPECTION

X Division Level (] Command Level

[ ] Office of Inspections (] Voluntary Self-Inspection

Lead Inspector's Signature:

Follow-up Required: [] Follow-Up Inspection Commandery/gignalu / Date’
X Yes [ ]No = [ 1705

For applicable policies, refer to HPM 11.1, Chapter 20.

Note: If a "“No" or "N/A” box is checked, the "Remarks"” section shall be utilized for explanation.

1. Does the command have sufficient procedures to
ensure that a CHP 735, Incident Response Yes | [ONo | [JN/A | Remarks:
Reimbursement Statement, is prepared for each
arrest that meets the cost recovery criteria?

2. What are these procedures?

This command has the Area Accident Investigation Officer verify that the Cost Recovery Criteria has been met
with an arrest for a violation of California Vehicle Code section 23152 or 23153. He/she also determines if the
arrested party caused a response to an incident and has a supporting Blood Alcohol Concentration Test (BAC
Test) with a result of .08% or greater, meeting the criteria for the CHP 735 “A” section. The officer may utilize the
conditions of the CHP 735 “B” section in the case of a BAC Test that returns under the .08%, a refusal to take the
BAC Test, or a chemical test that is for drugs only. The Accident Investigation Officer reviews the report and
ensures that a CHP 735 is attached when the criteria is met. The Accident Investigation Officer then forwards the
CHP 735 to the Sergeants Office for review. The On-Duty Sergeant reviews the CHP 735 for accuracy and initials”
the CHP 735. The CHP 735 is separated from the report and forwarded to the CHP 735 Clerk (Office Assistant).
As of March 2009, the CHP 735 Clerk gets a copy of the report along with the CHP 735. This allows her to verify
the information is correct before forwarding the CHP 735 to the Lieutenant for the approval signature. Once
signed, the CHP 735 Clerk forwards the CHP 735 to Fiscal Management Section (FMS). If the CHP 735 is pending
for a Blood Result or a Conviction Date, the CHP 735 Clerk puts the CHP 735 in a separate file until the results
come in. The CHP 735 Clerk checks the file and updates the file on a weekly basis.

3, Does the command have a specific employee(s)
assigned to process all CHP 735 forms? Yes | [JNo | [1N/A

Remarks:

CHP 680U (Rev. 02-08) OPI 010
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Are all CHP 735 forms forwarded to Fiscal
Management Section (FMS) properly with completed
criteria in either Section A or Section B of the form?

X Yes

I No

CINA

Remarks:

Does the command have a suspense system in place

to facilitate notification of a conviction involving cases

meeting the requirements of the Driving Under the

influence (DUI1) Cost Recovery Program? This would

involve cases where the following criteria applies:

« A Blood Alcohol Content (BAC) under .08%

¢ A chemical test is positive for drugs only

« There is no supporting BAC test of drug test (i.e.,
a refusal)

X Yes

(1 No

CINA

Remarks:

Are CHP 735 forms completed based on the criteria

of Section A of the form being forwarded to FMS

within ten business days from one of the following

dates?

+ The date of BAC results of =.08% were received

s The date of BAC results of =.04% were received
for a commercial driver

[JYes

P No

LI N/A

Remarks:

See Action ltem # 1,

Are CHP 735 forms completed based on the criteria

of Section B of the form being forwarded to FMS

within ten business days from being notified of a

conviction of California Vehicle Sections 23152 or

23153, or greater offence as a result of one of the

following?

e The person arrested refused to provide a
chemical test

e The arrest was for drugs only

e A BAC of < .08% was obtained

[] Yes

I No

N/A

Remarks:

The only CHP 735 forms located
that met the requirements of the
“B" Section are still pending for
blood results or a conviction date.
Therefore they have not been
processed through F.M.S.

Is the [temized Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual
11.1, Administrative Procedures Manual, and
includes hours for all employees assigned to the
incident?

Yes

I No

CIN/A

Remarks:

10.

If the person arrested is transient, is the case being
entered into the CHP 735A, Case Log-DUI Cost
Recovery Program, without forwarding the CHP 735
to FMS?

[]Yes

[ No

N/A

Remarks:
None Inspected.

11.

Are staff hours involved in the incident recorded on
the CHP 735 to the nearest ten minutes?

Yes

JNo

(] N/A

Remarks:

12.

Do the total number of staff hours charged on the
CHP 735 agree with the appropriate CHP 415, Daily
Field Record?

X Yes

(] No

LI N/A

Remarks

CHP 680U (Rev 02-09) OP1 010
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" 13 Does the Notes portion of the CHP 415 indicate the

billable DUI time when the CHP 415 includes more
than one activity?

[] Yes

LJN/A

Remarks:
See Action ltem # 2.

14,

Are the staff hours incurred by members of the
Department for the following activities associated with
an incident meeting the criteria for DU( cost recovery
included in the CHP 7357

Response Time

On-Scene Investigation

Follow-up Investigation

Report Writing

Vehicle Storage

Call Back

Field Sobriety Testing

Transportation

Booking

Chemical Testing

Traffic Control

X Yes

[ No

LIN/A

Remarks:

16.

Are the staff hours for officers-in-charge, sergeants,
lieutenants, or captains listed on the CHP 735 for
time spent performing the activities listed in question
12 of this checklist and not exclusively supervisory
tasks?

X Yes

[1No

] N/A

Remarks:

16.

Is the current hourly rate for reimbursement, sent out
to all commands via Comm-Net from FMS, being
used?

X Yes

(I No

LI N/A

Remarks

17.

Is a copy of the CHP 735 being retained at the
command and filed?

X Yes

I No

[IN/A

Remarks:

18.

Is the command utilizing the, optional, CHP 735A to
track cases qualifying for the DUI Cost Recovery
Program”?

X Yes

] No

1 N/A

Remarks:

19.

In the absence of a CHP 735A, how is the command tracking the DUI Cost Recovery Program?

The CHP 735 Clerk utilizes the CHP 735A in the Adobe Format, They are entered in by arrest date and printed out on a weekly basis for the
CHP 735 Binder. The CHP 735 Clerk updates the CHP 735A and checks on the pending cases on a weekly basis. Prior to March 2009, there~
was no tracking system in place to adequately track and monitor the CHP 735's that were submitted.

20. Are commands using a case monitoring system to

track cases gualifying for the DUI Cost Recovery
Program including the following information in the
monitoring system?

» Defendant Information

e Violation Information

¢« Court Information

e FMS Information

e BAC test results

X Yes

[ No

I N/A

Remarks
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forms to the issuing command for corrections?

" 21, Are cases not resulting in a conviction within 12
months after submission to the District Attorney Yes | [INo | [JN/A | Remarks
| closed out after court verification of case status?
22. Do closed out cases on the monitoring system have
a line drawn through the Conviction Date and Date to Yes | [INo |[JN/A | Remarks
FMS as well as the reason the case was closed and
date of last follow-up check?
23. Are refunds or overpayments, as a result of
erroneous charges, in an amount of = $5,00 being Oyes | [ONo | INA ':i:":?:fs octed
processed by the Department? ) '
24. |s the command reviewing the quarterly reports sent
by FMS related to the submission of CHP 735 forms | [X] Yes C)No | [N/ | Remarks
and case status identifying any deficiencies in the
submission and accountability of the DU} Cost
Recovery Program?
Question 25 pertains to Fiscal Management Section.
25. |s FMS reviewing the CHP 735 forms for
completeness of information and returning deficient OJYes | [ONo | NA ﬁi’::rl'_‘z;ated
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EXCEPTIONS DOCUMENT Sgt. Michael Stefanoff, #14924 | 06/8/2009

.age 10of3

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required. 3

TYPE OF INSPECTION Total hours expended on the X Corrective Action Plan Included

X Division Level [] Command Level | Inspection:

. . X] Attachments Included
[] Executive Office Level Ten (10) hours

Forward to;
Southern Division

Follow-up Required:
(yes  [INo Due Date: 06/22/09 Ak
‘ChapterlnspectiondEighti(8)=CommandiDUI'CostiRecove

Inspector’s Comments Regarding Innovative Practices:
None.

[ Command Suggestions for Statewide Improvement. B
None.

[ Inspector’s Findings: |

On June 8, 2009, the Southern Division Inspection Team conducted an inspection of the Newhall Area.
The scope of the inspection included the Driving Under the Influence Cost Recovery Program (CHP
735). The inspection was conducted in accordance with the Command Inspections Manual, Highway
Patrol Manual 22.1 (HPM), Chapter 8. Due to the number of total CHP 735's prepared over the past .
twelve months, ten percent (7 documents) would not have been sufficient. A minimum of ten documents
of the Area’s CHP 735's for the previous twelve months were inspected. In addition, the Case Log —
DUI Cost Recovery Program (CHP 735A) was utilized to verify the tracking and processing of the CHP
735's.

The CHP 735 program is coordinated and processed by the Area Word Processing Technician ~ WPT
as designated by the WPT job description. WPT C. Hill, #A14340, assumed the position in March 2009.

- addition to regularly assigned duties, the CHP 735 Clerk has a solid understanding of the -
_quirements of HPM 11.1, Chapter 20, and is extremely organized with paperwork files. The CHP 735
Clerk has a good working knowledge of the Area Information System (AlS). The CHP 735 Clerk
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presently utilizes the CHP 735A in Adobe and was unaware of the self generated form available in the
AIS. The on-duty sergeant completes the initial review of the submitted CHP 735's and attached CHP
415's. The documents are then forwarded to the CHP 735 Clerk, who verifies the DU! Cost Recovery -
Criteria has been met (Section A or B) and forwards it to the Area Lieutenant. Currently, the Area
Lieutenant is the final level of review for submitted CHP 735's and signs for the Area commander, before

forwarding to Fiscal Management Section (FMS).

The Newhall Area Commander assumed the position in August 2008. It is apparent that the Area
commander has taken an active role in the management and importance of the Area’s DUI Cost
Recovery Program based upon the levels of review, accuracy and detail of the CHP 735 documents

submitted.

ACTION ITEMS

Action Item #1 — Ensure all CHP 735's are processed and forwarded to Fiscal Management Section
within ten (10) business days of the established criteria (CHP 735 — Section A), in accordance with
departmental policy, HPM 11.1, Chapter 20 (Question #7).

« It was determined that the processing of a few CHP 735's were late based upon the time delay
with receiving the B.A.C. results. Currently the CHP 735 Clerk relies upon the Evidence Officer to
obtain the B.A.C. results and update the AlS system. Once the biood results are received the ten
day time frame starts. Due to the aforementioned, a minimal number of CHP 735's (Section A =
Blood B.A.C. results) were not processed within the required ten day time frame.

Action Item #2 — Ensure the notes portion of the CHP 415 indicates billable DUI time and broken down
by specific billable activity when the CHP 415 includes more than one activity. In addition, the arrestees
name and case number shall be included on the CHP 415 in accordance with departmental policy, HPM

11.1, Chapter 20 (Question #13).

e ltis the responsibility of the submitting Officer, on-duty Sergeant, CHP 735 clerk and reviewing
Lieutenant to ensure all time indicated on a submitted CHP 735 corresponds with an attached -
CHP 415 for that incident. The majority of the CHP 415’s indicate billable activity time by
highlighting the time to correspond with the CHP 735, however no additional information,
regarding their activity, is placed in the notes portion as required.

« The majority of the investigating officers handling incidents requiring a CHP 735 correctly
categorize their activity between the CHP 415 and CHP 735. In addition, the majority of the
officer's also place the defendants name and case number on the CHP 415 as required.
Although the total number of hours on the CHP 735 corresponds to the attached CHP 415, the -
billable activity time, meeting the DUI Cost Recovery criteria, is not always itemized on the CHP
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415. As a result, this creates some confusion on the amount of time documented for DUI Cost
Recovery for a specific incident for the additional officers.

rCommander's Response: [X Concur or [J Do Not Concur (Do Not Concur shall document basis for response) |

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
efc.)

None.

R S SR USRI

orrective Action Plan/Timeline

Action Item #1 — B.A.C. results are currently receivAe'd in Area each Tuesday and Thursday. The Area
Evidence Officer will make a diligent effort to update the Area A.l.S. accordingly and notify the Office
Assistant charged with processing the CHP 735 to ensure strict compliance with the ten day time frame.

Action Item #2 — While the amount of time charged on the CHP 735 and time logged on the CHP 415"
remain consistent, the Area ensure officers completing the CHP 415 will add comments in the notes
section to alleviate discrepancies or confusion in the future.

/T
] Employee wouid like to discuss this report with COMMANDER'S SIGNATURE DATE
the reviewer.
(See HPM 9.1, Chapter 8 for appeal procedures.) é /507
INSPECTOR'S SIGNATURE DATE «
: "‘?/é/ & 150y
" Reviewer discussed this report with R S FIGNATURE DATE
employee ‘ .
. L&Concur [] Do not concur V“ ; = — b-20 il
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STATE OF CALIFORNIA Command: Division: Number:
“EPARTMENT OF CALIFORNIA HIGHWAY PATROL Newhall Southern Eight (8)
ISPECTION PROGRAM Evaluated by: Date:
CHAPTER 8 Officer Ana Markey #17290 06/08/2009
COMMAND REIMBURSABLE SERVICES Assisted by: Date:
Justine Lam 06/08/2009

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicated. Any “No" answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

r's Si re;
TYPE OF INSPECTION Lead Inspector’s Signatu

X Division Level ] Command Level

5
[] Office of Inspections [] Voluntary Self-Inspection g W

—
Follow-up Required: [] Follow-Up Inspection | Sommandess's
X Yes [INo BY:

For applicable policies, refer to HPM 11.1, Chapter 6.

Dale:

£ /7.5

GG oA BoR e Checkea e I Rerarka: Section shall beutlized forexplanations i R e ]

1. Prior to the performance of services, is the
contracting party informed of the rates charged for Yes | [INo | [CIN/A | Remarks:
services, departmental equipment usage, and
cancellation policy?

2. Does the billing rate include mileage and other

expenses such as uniform or equipment damage? Yes | [INo | [JN/A | Remarks:
3. When a safety service is provided to another state
agency, is the agency's five-digit billing code Yes | TINo | CIN/A | Remarks:
obtained?
4. s the billing code documented on the Reimbursable
Services Billing Memorandum? Yes | [JNo | []N/A Remarks:

5. Is $50 charged for each CHP uniformed employee )
assigned to the detail if the cancellation notificationis | X Yes | [ No [J N/A | Remerks:

less than 24 hours prior to the scheduled service?

6. Is a minimum payment of 4 hours overtime charged
when employee(s) could not be notified of the X Yes | ONo |[NA Remarks:
cancellation of their service(s)?

7. Is information regarding the procedures to obtain
necessary right-of-way clearances or permits, local K Yes | CINo | CJN/A | Remarks:
requirements, and other pertinent information made
available to inquiring parties?

8. Are written requests for specific services directed to

the appropriate command? Yes | [CINo | [ N/A | Remarks: :
9. Are traffic control services less than $50,000

approved by Division? X Yes | [ONo | CIN/A | Remarks:
10. Are traffic control services estimated to be $50,000 or _

more approved by the Office of the Commissioner? OvYes | CONo N/A E;:ga;fr;%fvrresggcg&e"ts reviewed
11. Are extraordinary protective services approved by the

Assistant Commissioner, Field? OvYes | [ONo N/A Zi?;ivr'efg nogr:';ewi‘?g“;:;';fﬁve

services.
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12. Is a Reimbursable Services Agreement (RSA) log

Page 20f4

number requested from Division for every contract? | [0 Yes | [INo | [1N/A | Remars:
13. Is a CHP 485 form completed in accordance with o

policy? D Yes E No D N/A Remarks: See action item #1
14. Are advance payments collected from the contracting

company prior to the start of the service? Yes | [INo | [JN/A | Remarks:
15. Is a CHP 251 prepared and mailed to the contracting

company upon receipt of advance payments? Yes | [JNo | [JN/A | Remarks: .
16. Is a CHP 467 prepared and submitted to the Fiscal

Management Section upon completion of the B Yes | [INo | [CJNIA | Remarks:

contractual service(s)?
17. Is a copy of the CHP 465 attached to the weekly

CHP 230, and if applicable, a CHP 1697 [ Yes | [INo | [(JN/A | Remarks:

- T — e Inﬂ% "l'{_ Y AT __1 f_-r‘- (i_ ATEY

Yes D No [:I N/A Remarks:
19. Do RSA numbers begin with the letter "R" to denote )
reimbursable services, followed by two digit fiscal Yes | [INo |[JN/A | Remarks:
year, three digit location code, and a sequential
number for each agreement?
20. Is the CHP 466 closed out at the end of each fiscal
year with a new log implemented on July 1 beginning | & Yes | [ No | [(JN/A o
with the sequential number 0017
21. Are all sequential numbers accounted for when _
reconciling with the Billing Memorandum? Yes | [JNo | [JN/A | Remarks:
22. Are sequential numbers not matching Billing
Memorandums reconciled? Yes | []No | [JN/A Remarks:
23. Is the original RSA signed and filed at Area?
X Yes | [JNo | [JN/A | Remarks:
24. Does the command proceed with all RSA
arrangements, and if needed, ensure the requestor Yes | [INo | [JN/A | Remarks:
has obtained the necessary right-of-way, clearances,
and permits?
25. Is the indemnification clause included in the ‘
agreement when requested? Yes | [INo | [JN/A | Remarks:
26. Is the inclusion of the indemnification clause
approved by the Department of Genera| Services, Yes | [JNo | [ N/A | Remarks:
Office of Legal Services?
27. If the service is over $50,000 per occasion, is a S o, NEES [HTE CgTiETi
gs:igfupr:ﬁgared and submitted to Contract O yes | [CNo NIA | oiowed were over $50.000.
28. Is a copy of the resolution, order, motion, or
ordinance of the local governing body obtained when Yes | [ONo |[JN/A | Remarks:
one of the contracting parties is a county, city, district,
or other local public body?
29. Are dignitary protection services referred to the Office
0 of Dignitary Protection? Yes | [INo | [IN/A | Remarks:
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30. Are CHP 312 forms, CHP 313 forms, and CHP 467
forms prepared when a statewide agreement is in
effect?

Yes

Remarks:

31. When state agencies are requesting a statewide
agreement, are they referred to Enforcement
Senvices Division, Field

32. Is a CHP 230 prepared by the contracting party when

ent procac

Remarks:

Remarks: No outside training has -

ecialipr
39. Is a copy of the CHP 467 and CHP 465 submitted to

es

7

fees are collected on the day of the training session? | [J Yes | [ No N/A | Coen reniid by e Arss:
33. Are the original CHP 467 and contract agreement o
submitted to Fiscal Management Section (FMS) upon | [] Yes No | [JN/A | Remarks: See action item #2
completion of services (other than COZEEP,
MAZEEP, extraordinary protective services, and
special projects) within 5 days?
34, Are copies of CHP 467 forms forwarded to the next
level of review? X Yes | [ONo | [N/ | Remarks:
35, |s the date when the Billing Memorandum was sent to
FMS noted on the Reimbursable Services Control Yes | [JNo |[JN/A | Remarks:
_Log?
36. |s a copy of the command's Reimbursable Services
Control Log forwarded or e-mailed to the Division Yes | [ONo |[JN/A | Remarks:
- Coordinator at the end of each month?
37. Is the Reimbursable Services Control Log verified
with the copies of the Billing Memorandums to ensure Yes | [ONo | [JN/A | Remarks:
all reimbursable time has been reported to FMS for
billing purposes?
38. Are outstanding items being inspected and resolved?
Y D No D N/A Remarks

Remarks: Out of the documents that

FMS upon completion of extraordinary protective OvYes | ONo | XINA were reviewed. nane were proteciive
services? services.
40. Is a reimbursable special project code obtained on
every contractual service? Yes | [JNo | [JN/A | Remarks:
41, Is the overtime report(s) for reimbursable special £
project(s) used to reconcile CHP 415 forms for each | B Yes | [ONo | [JN/A gk
special project?
42. Are the special project codes on the overtime
_ report(s) verified to ensure the correct special project Yes | [ONo | [JN/A | Remarks:
code has been used?
43. Are all corrections noted on the overtime report(s)?
Yes D No D N/A Remarks:
44. Are overtime reports approved and dated by the
commander after reconciling? Yes | [ONo | [JN/A | Remarks:
45. Is the original overtime report(s) forwarded to FMS?
Yes D No D N/A Remarks:
46. Is a copy of the overtime report forwarded to Division Remarks: Per policy Southem
by the 10" of the month (except COZEEPIMAZEEP)? | [ Yes | [JNo | [JN/A | Disign overtime feports are due by
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47. Are all COZEEP/MAZEEP reports forwarded to
Division by the 15" of the month? X Yes | [JNo | [ N/A | Remarks:

48. Are all COZEEP/MAZEEP reports approved by
Division and forwarded to FMS by the 30" of the Xl Yes | [INo | [JN/A | Remarks:
month?

49, |s a copy of the CHP 71 attached to the overtime Remarke: : None ingpectsd. I the
report(s) when there are reimbursable nonuniformed [OYes | CINo | XIN/A e oceasiin non-tnikeiiE |5
personnel hours? involved, CHP71 is attached to the

OT report.

50. |s an amendment of service agreement requested
prior to the fund being depleted, and if necessary,is | [X] Yes | [ No ] N/A | Remarks:
the service discontinued?

51. Are all payments made directly to FMS?

X Yes | [JNo | [JN/A | Remarks:

52. Does the command requh"e delinquent companies to S Remarks: Commands do nof recelve

pay outstanding invoices in full prior to providing any | (] Yes | [ No N/A | formation from Headquarters

future services?

regarding delinguent accounts.
Therefore commands cannat track
this information.
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STATE OF CALIFORNIA Command: Division: Chapter:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Newhall Southern Eight (8)

COMMAND INSPECTION PROGRAM At =g

EXCEPTIONS DOCUMENT Officer Ana Markey 06/08/2009
age 1 of 3

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space s required.

TYPE OF INSPECTION Total hours expended on the X Corrective Action Plan Included
)] Division Level [] Command Level | MsPection:

X Attachments Included
[J Executive Office Level Eighteen (18) Hours

o Forward to:
Felloviuptegniied. Southern Division
v Due Date: Iruoe : ki
ves  [INo 06/22/2009 SiaasleR e

Inspector's Comments Regarding Innovative Practices:
None

| Command Suggestions for Statewide Improvement:
None.

Inspector's Findings:

On June 08, 2009, the Southemn Division Inspection Team conducted an inspection of the Newhall Area. The
scope of the inspection included the Comumand Reimbursable Services. The inspection was conducted in
accordance with the Administrative Procedures Manual, Highway Patrol Manual (HPM) 11.1, Chapter 6. Ten
percent (15 documents) of the Area’s Reimbursable Services documents for the previous 12 months were
inspected. As a result of discrepancies found in regards to question #13, an additional 10% of documents were

reviewed.,

The Newhall Area’s reimbursable services is handled by the Area Overtime Coordinator, Officer Margarita
Thornton as indicated in the Area Standard Operating Procedures (SOP). It was apparent during this inspection
that Officer Thornton had good knowledge of the policies and procedures relating to reimbursable services.
Officer Thornton has assumed this position for approximately 2 years. The Reimbursable Contracts (CHP467

and CHP465) are processed by Word Processing Technician Christine Hill.

After completion of the CHP 465 and 467, Officer Thornton forwards the documents to the Commander or
‘esignee for review and signature.
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COMMAND INSPECTION PROGRAM (=22 outhern Eight (8)
EXCEPTIONS DOCUMENT Officer Ana Markey 06/08/2009
age 2 of 3
ACTION ITEMS

Action Item #1

Is a CHP465 form completed in accordance with the policy? (Questions #13)

o A total of 4 documents reviewed did not have the requesting company’s signature. See attached
highlighted documents.

Action Item #2

Are the original CHP467 and contract agreements submitted to Fiscal Management Section (FMS) upon
completion of services (other than COZEEP, MAZEEP, extraordinary protective services, and special projects)

within 5 days? (Question #33)

o 9 documents reviewed did not get completed within the 5 day timeframe. See attached documents.

e Although the five day timeframe is not in policy, it is recommended that the CHP 467 and CHP 465 be
sent to Fiscal Management Section (FMS) as expeditiously as possible.

Notes: The following item was not a part of the Chapter 8 checklist however the discrepancies below were
identified during the inspection.

The counter receipt number (on form CHP251) and the R# assigned to the detail were not wrilten on the checks
collected. Per HPM 11.1, Chapter 4, paragraph 8a. (6). the counter receipt number needs to be indicated on the’
check. See attached documents.

Commander’s Response: [X] Concur or [J Do Not Concur (Do Not Concur shall document basis for response)

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)
None.
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Chapter:
COMMAND INSPECTION PROGRAM pewhal. Southern Eight (8) ,
EXCEPTIONS DOCUMENT Officer Ana Markey | 06/08/2009

‘age 3 of 3

‘Required/Act

Corrective Action Plan/Timeline
Action Item #1 — A check list of required signatures and documents will be added to the existing officer
assignment sheet to ensure compliance with Department policy. A briefing item will be prepared to
instruct all personnel to obtain the required signatures and other documents (reimbursable check for
services) prior to completing the overtime assignment.

Action Item #2 - Although the five day timeframe is not required by policy, Area will make every effort to
forward the CHP 467 and CHP 465 to Fiscal Management Section (FMS) as expeditiously as possible.

7 ()

] Employee would like to discuss this report with COMMANDER'S SIGNATURE DATE

the reviewer. / 7 p f

(See HPM 8.1, Chapter 8 for appeal procedures.) (7~

;_ e - TR
B é’ ) /CS = }

[_] Reviewer discussed this report with RE@ERE‘;TIETU E DATE

employee / .{
~“Fsencur ] Do not concur (b ee- !
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STATE OF CALIFORNIA Command: Division: Number:
NEPARTMENT OF CALIFORNIA HIGHWAY PATROL ISU Southern Eig ht (8)
SPECTION PROGRAM Evaluated by: Date:
CHAPTER 8 Officer Ana Markey #17290 06/17/2009
COMMAND REIMBURSABLE SERVICES Assisted by: Date:
Justine Lam 06/17/2009

Page 10of4

INSTRUCTIONS: Answer individual items with "Yes” or “No” answers, or fill in the blanks as indicated. Any “No" answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks"” section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

Division Level (] command Level
[] Office of Inspections ] Voluntary Self-Inspection (—tg/(’,/’/(__
Follow-up Required: [] Follow-Up Inspection | Cemmanders Signature: Dater
Yes [ ] No BY: 4 - bl g - e

For applicable policies, refer to HPM 11.1, Chapter 6.

Note:'If. a "N6"or "N/A" box is-checked, the "Remarks” section shall be'utilized for explanation.

1. Prior to the performance of services, is the
contracting party informed of the rates charged for X Yes | [ONo | [JN/A | Remarks:
services, departmental equipment usage, and
cancellation policy?
2. Does the billing rate include mileage and other
expenses such as uniform or equipment damage? X Yes | [INo | [JN/A | Remarks:
3. When a safety service is provided to another state
agency, is the agency's five-digit billing code X Yes | [JNo | [JN/A | Remarks: )
obtained?
4. |s the billing code documented on the Reimbursable
Services Billing Memorandum? X Yes | [JNo | [JN/A | Remarks:
5. Is $50 charged for each CHP uniformed employee
assigned to the detail if the cancellation notificationis | [X] Yes | O No | [JN/A REMEMS:
less than 24 hours prior to the scheduled service?
6. Is a minimum payment of 4 hours overtime charged
when employee(s) could not be notified of the ®vYes | [INo | [ NA | Remarks:
cancellation of their service(s)?
7. ls information regarding the procedures to obtain
necessary right-of-way clearances or permits, local K vYes | [ONo | []N/A | Remarks:
requirements, and other pertinent information made
available to inquiring parties?
8. Are written requests for specific services directed to
the appropriate command? X Yes | [INo | [JN/A | Remarks:
9. Are traffic control services less than $50,000
approved by Division? Yes | [INo | [JN/A | Remarks:
[ 10. Are traffic control services estimated to be $50,000 or oo~
more approved by the Office of the Commissioner? COYes | [ONo | XINA E;:’;avrv';sr:e%fvg‘&ds%‘fg&e.”ts Uy
11. Are extraordinary protective services approved by the
Assistant Commissioner, Field? OYes | CINo | XINA Zi?;j;ggi noggzewi‘::“;r‘;';tcsﬁve
Services,
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STATE OF CALIFORNIA
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CHAPTER 8
COMMAND REIMBURSABLE SERVICES

‘Questions 12 through 17 pertain to collecting advance deposits.

12. ls a Reimbu.rsable Services Agreement (RSA) log .
number requested from Division for every contract? X Yes | [ONo | [JN/A | Remarks:

13. |s a CHP 465 form completed in accordance with

policy? D Yes No D N/A Remarks: See action item #1
14. Are advance payments collected from the contracting

company prior to the start of the service? X Yes | [INo | [JN/A | Remarks:
15. Is a CHP 251 prepared and mailed to the contracting

company upon receipt of advance payments? X Yes | [ONo | [JN/A | Remarks:
16. Is a CHP 467 prepared and submitted to the Fiscal

Management Section upon completion of the X Yes | [JNo | [JN/A | Remarks:

contractual service(s)?

17. Is a copy of the CHP 465 attached to the weekly

CHP 230, and if applicable, a CHP 1697 X Yes | [ONo | [JN/A | Remarks:
Quesl_tio_n:s:'-l‘l8iﬁ_t__h__rqug_h,';_?g.,1_.pértla'in to the preparation of agreements, = : A

78. Is a CHP 466 maintained? .
@ Yes D No D N/A Remarks:

19. Do RSA numbers begin with the letter "R" to denote
reimbursable services, followed by two digit fiscal X Yes | [ONo | [IN/A | Remarks:
year, three digit location code, and a sequential
number far each agreement?

20. Is the CHP 466 closed out at the end of each fiscal .
year with a new log implemented on July 1 beginning | [X] Yes | (O No | [JN/A IRETMETES:
with the sequential number 0017

21. Are all sequential numbers accounted for when . P

reconciling with the Billing Memorandum? X Yes | [JNo | [JN/A | Remarks
22. Are sequential numbers not matching Billing '
Memorandums reconciled? X Yes | [ONo | [JN/A | Remarks:

23. |s the original RSA signed and filed at Area? .
Yes D No D N/A Remarks:

24. Does the command proceed with all RSA .
arrangements, and if needed, ensure the requestor X Yes | [ONo | [JN/A | Remarks:

has obtained the necessary right-of-way, clearances,
and permits?

25. Is the indemnification clause included in the

agreement when requested? M Yes | [ONo |[JN/A Remarks:
26. Is the inclusion of the indemnification clause '
approved by the Department of General Services, K Yes | [INo |[JN/A | Remarks:

Office of Legal Services?

27. If the service is over $50,000 per occasion, is a
CHP 78R prepared and submitted to Contract [(Jyes | ONo
Services Unit?

& N/A Remarks: None of the documents
reviewed were over $50,000.

28. Is a copy of the resolution, order, motion, or
ordinance of the local governing body obtained when | X Yes | [JNo [ [JN/A IROMEIES:
one of the contracting parties is a county, city, district,
or other local public body?

29. Are dignitary protection services referred to the Office _
of Dignitary Protection? K yes | [INo | [JNA | Remarks:
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Services Division, Field Support Section?

30. Are CHP 312 forms, CHP 313 forms, and CHP 467 _ _
forms prepared when a statewide agreement is in Cvyes | [No | XIN/A Ea'gaa”;g‘ ’éﬁg g'fsngtrrgll’g ig% o
effect? inspect. ‘ I

31. When state agencies are requesting a statewide
agreement, are they referred to Enforcement X Yes | [INo |[JN/A | Remarks:

Questions 32 through 38 pertam to trammg agreement pro

cedures and reporting for services provided.

32.

s a CHP 230 prepared by the contractmg party when
fees are collected on the day of the training session?

[] Yes

[ No

X N/A

Remarks: No outside training has
been provided by the Area.

33.

Are the original CHP 467 and contract agreement
submitted to Fiscal Management Section (FMS) upon
completion of services (other than COZEEP,
MAZEEP, extraordinary protective services, and
special projects) within 5 days”?

] Yes

X No

LI N/A

Remarks: See action item #2

34.

Are copies of CHP 467 forms forwarded to the next
level of review?

X Yes

[ ]No

[ N/A

Remarks:

35.

Is the date when the Billing Memorandum was sent to
FMS noted on the Reimbursable Services Control
Log?

X Yes

[JNo

[ N/A

Remarks:

36.

Is a capy of the command’s Reimbursable Services
Control Log forwarded or e-mailed to the Division
Coordinator at the end of each month?

X Yes

I No

[ N/A

Remarks:

37.

Is the Reimbursable Services Control Log verified
with the copies of the Billing Memorandums to ensure
all reimbursabie time has been reported to FMS for
billing purposes’?

X Yes

] No

LI N/A

Remarks:

f——

38.

Are outstanding items being inspected and resolved?

X Yes

[1No

[IN/A

Remarks:

Questions 39 through 52 pertam to extraordmary protectlv
speclal projects.”

e services and report of overtime hours for reimbursable .

Is a copy of the CHP 467 and CHP 465 submltted to

39,
FMS upon completion of extraordinary protective [(dYes | [ONo | XIN/A Szgarg‘fi;v\%“;f;fggg angrgfcﬂfC}?vae‘
services? services.
40. Is areimbursable special project code obtained on
every contractual service? Yes | [INo | [JN/A | Remarks:
41. Is the overtime report(s) for reimbursable special
project(s) used to reconcile CHP 415 forms foreach | X Yes | [JNo | [IN/A Remarks:
special project?
42. Are the special project codes on the overtime
report(s) verified to ensure the correct special project | X Yes | [INo | [IN/A Remarks:
code has been used?
43. Are all corrections noted on the overtime report(s)?
E Yes [:I No D N/A Remarks:
44. Are overtime reports approved and dated by the
commander after reconciling? B Yes | [ONo | [JN/A | Remarks:
45, |s the original overtime report(s) forwarded to FMS?
g Yes D No D N/A Remarks:
46. |s a copy of the overtime report forwarded to Division Remarks: Per policy Southern
by the 10" of the month (except COZEEP/MAZEEP)? | [X Yes | [INo | [ N/A | Divisionovertime reports are due by
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47. Are all COZEEP/MAZEEP reports forwarded to
Division by the 15" of the month? X Yes | [INo | [JN/A | Remarks:
48. Are all COZEEP/MAZEEP reports approved by
Division and forwarded to FMS by the 30" of the X Yes | [INo |[JN/A | Remarks:
month?
49. Is a copy of the CHP 71 attached to the overtime i
report(s) when there are reimbursable nonuniformed | [] Yes | (O No | XIN/A Remarks: None Inspected. [n the rare
occasion non-uniformed time is
personnel hours? involved, CHP71 is attached to the
QT report.
50. Is an amendment of service agreement requested
prior to the fund being depleted, and if necessary,is | X Yes | [JNo | [IN/A Remarks:
the service discontinued?
51. Are all payments made directly to FMS?
g Yes D No D N/A Remarks:
52. Does the command require delinquent companies to
pay outstanding invoices in full prior to providing any | [ Yes | (O No | X N/A E?;:;g‘;gfﬁg”;“ﬂ;‘;gﬁa’xgrrsece"’e

future services?

regarding delinguent accounts.
Therefore commands cannot track
the information.
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STATE OF CALIFORNIA Command: Division: Chapter:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL ISU Southern Eiaght (8)

COMMAND INSPECTION PROGRAM T =9

FXCEPTIONS DOCUMENT Officer Ana Markey 06/17/2009
age 1 of 4

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or filt in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the X Corrective Action Plan Included
X Division Level [] Command Level | Inspection:
X Attachments Included
[] Executive Office Level Eighteen (18) Hours
2. Forward to:
Reliewsup [Reqtirad: Southern Division
Due Date:
Dves  [INo 06/22/2009

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:
None.

| Command Suggestions for Statewide Improvement:
ne

Inspector's Findings:

On June 17, 2009, the Southern Division Inspection Team conducted an inspection of the Investigative Services
Unit, (I1.S.U.). The scope of the inspection included the Command Reimbursable Services. The inspection was
conducted in accordance with the Administrative Procedures Manual, Highway Patrol Manual 11.1 (HPM),
Chapter 6. Ten percent (15 documents) of the Area’s Reimbursable Services documents for the previous 12
months were inspected. Due to discrepancies found with question #13, an additional 10% of documents were

inspected.

1.S.U.’s reimbursable services is handled by the Area Overtime Coordinator, Officer Kara Ellis indicated in the
Area Standard Operating Procedures (SOP). Officer Ellis has assumed this position for approximately 2 years.
Officer Chris St. Cyr is the back-up Overtime Coordinator for Officer Ellis. Officer St. Cyr has held this position

for approximately S months.

ACTION ITEMS
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COMMAND INSPECTION PROGRAM |15 e Eight (6)
FXCEPTIONS DOCUMENT Officer Ana Markey 06/17/2009
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Action Item #1
Is a CHP465 form completed in accordance with the policy? (Questions #13)

e 5 documents reviewed did not have the requesting company’s signature. See attached highlighted

documents.
e Out of the second 10% reviewed, CHP 465°s were within policy.

Action Item #2

Are the original CHP467 and contract agreements and contract agreement submitted to Fiscal Management
Section (FMS) upon completion of services (other than COZEEP, MAZEEP, extraordinary protective services,

and special projects) within 5 days? (Question #33)
¢ 14 documents reviewed did not get completed within the required timeframe. See attached documents.

e Although the five day timeframe is not in policy, it is recommended that the CHP 467’s be sent to Fiscal
Management Section (FMS) as expeditiously as possible.

Notes: The following item was not a part of the Chapter 8 checklist however the discrepancies below were
identified during the inspection.

The counter receipt number (on form CHP251) and the R# assigned to the detail were not written on the checks -
collected. Per HPM 11.1, Chapter 4, paragraph 8a. (6). the counter receipt number needs to be indicated on the
check. See attached documents.

On the CHP 465 (Reimbursable Services Agreement Contract) there is a designated area for the Commanders
signature. If the Area Commander is not available to sign the document, it is recommended the contract be
signed by a Lieutenant or Sergeant. Officer St. Cyr informed me prior to our inspection the Commander had
made the decision that in the event he is unable to sign the contract, the CHP 465 will signed by a Lieutenant or~

Sergeant.
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STATE OF CALIFORNIA Command: Division; Chapter:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL ISU South Eiaht (8)

COMMAND INSPECTION PROGRAM T ouhern Sl

EXCEPTIONS DOCUMENT Officer Ana Markey 06/17/2009
age 3of4

[ Commander's Response: X Concur or [] Do Not Concur (Do Not Concur shall document basis for response) - |

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

'‘equired Action

Corrective Action Plan/Timeline
Action Item 1: Special Operations Unit personnel responsible for creating and maintaining reimbursable
contracts shall immediately review all existing policies to ensure compliance and obtain all required
signatures. The Area/Unit Commander will enhance the reimbursable services’ contracts knowledge of
all supervisory, middle management and Commander to ensure the review process is complete and
thorough.

Action Item 2: Those employees responsible for processing and forwarding documents relative to
reimbursable services will immediately review policies relative to forwarding all invoices to Fiscal
Management Sections and reminded that all documents should be forwarded within the 5 business day
timeframe. The review process will include the requirement for the approver to monitor all timeframes .
and ensure that the next level of review/processing is notified of the time sensitivity.

Other:

Employees will immediately review policy contained in HPM 11.1, Chapter 4, paragraph 8(a)(6)
regarding noting and cross referencing the appropriate reference numbers on checks and all receipts.

Commander will reaffirm with personnel that the Lieutenant and/or Sergeant has signature authority for.
the commander in event he/she is not available.
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FXCEPTIONS DOCUMENT Officer Ana Markey 06/17/2009
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Employee would like to discuss this report with COMMANDER'S SIGNATURE DATE
the reviewer. \g 4 #) o S ) A’ 77 G
(See HPM 9.1, Chapter 8 for appeal procedures.) L T
INSPECT RS SIGNATU DATE
e MP“‘ é; -2 @ ?
] Reviewer discussed this report with IEWER'S SIGNA RE DATE
employee . R
[ Concur ] Do not concur [ 2> : lo-2ti o
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STATE OF CALIFORNIA Command: Division: Nu.mber:
“EPARTMENT OF CALIFORNIA HIGHWAY PATROL East LA 535 Eight (8)
Evaluated by: Date:
C:ZI:TEEEIS'ION PROGRAM Sgt. Michael Stefanoff # 114924 05/29/2009
Assisted by: Date:
COMMAND DUI COST RECOVERY Officer Clifford Porter # 16738 05/29/2009 .

INSTRUCTIONS: Answer individual items with “Yes" or "No" answers, or fill in the blanks as indicated. Any “No" answers, discrepancies

with policy, applicable legal statues, or deficiencies noted in the inspections shall be comm
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document an
command. Furthermore, the memorandum shall include any follow-up and/or corfective action(s) taken.

ented on via the "Remarks” section.

d addressed to the next level of
If this form is used as a Follow-

up Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

| r's Signature:
TYPE OF INSPECTION Lead Inspector's Sig e

X Division Level ] Command Level »
o ,
[] Office of Inspections [ Voluntary Self-Inspection /

Follow-up Required: [ Follow-Up Inspection | comgproery Signat '57
Yes [ 1No BY: ;
G

Date:

4‘;//7/‘?

For applicable policies, refer to HPM 11.1, Chapter 20. /L/

Note: If 2 "No" or "N/A" box is checked, the “Remarks” section shall:be utilized for-explanation.

1. Does the command have sufficient procedures to
ensure that a CHP 735, Incident Response X Yes | ONo |[[CINA
Reimbursement Statement, is prepared for each
arrest that meets the cost recovery criteria?

Remarks:

2. What are these procedures?

This command has the Area Accident Investigation Officer verify that the Cost Recov

ery Criteria has been met.

with an arrest for a violation of California Vehicle Code section 23152 or 23153. Helshe also determines if the

arrested party caused a response to an incident and has a supporting Blood Alcohol
Test) with a result of .08% or greater, meeting the criteria for the CHP 735

conditions of the CHP 735 “B” section in the case of a BAC Test that returns under the .08%,

Concentration Test (BAC

“A” section. The officer may utilize the

a refusal to take the

BAC Test, or a chemical test that is for drugs only. The Accident Investigation Officer reviews the report and
ensures that a CHP 735 is attached when the criteria is met. The Accident Investigation Officer then forwards the
CHP 735, a copy of the 415’s (Daily Activity Reports) and the Arrest report to the Sergeant on duty. The Sergeant
then reviews the Arrest report along with the CHP 735, verifying the CHP 735 meets the required criteria and that

the time indicated on the CHP 735 corresponds to the time indicated on the attached

CHP 415. The sergeant on

duty then signs the CHP 735 report and forwards to the CHP 735 Officer. The CHP 735 Officer then forwards the
CHP 735 to Fiscal Management Section (FMS). The CHP 735 Officer does not complete any further review of the

CHP 735 prior to sending the CHP 735 to FMS.

3. Does the command have a specific employee(s)
assigned to process all CHP 735 forms? RYes | CINo | CINA

Remarks:

4. |f the answer to question 3 of this checklist is yes, is
the responsibility of processing all CHP 735 forms Yes | ONo | CINA

listed in their job description or any other document?

Remarks:

CHP 680U (Rev. 02-09) OPI 010
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STATE OF CALIFORNIA
NEPARTMENT OF CALIFORNIA HIGHWAY PATROL

NSPECTION PROGRAM

CHAPTER 8
COMMAND DUI COST RECOVERY

5. Are all CHP 735 forms forwarded to Fiscal _ .
Management Section (FMS) properly with completed | X Yes | [ No I N/A | Remarks:
criteria in either Section A or Section B of the form?

6. Does the command have a suspense system in place
to facilitate notification of a conviction involving cases | [ Yes | [JNo | [1N/A Remarks:
meeting the requirements of the Driving Under the
influence (DUI) Cost Recovery Program? This would
involve cases where the following criteria applies:

e A Blood Alcohol Content (BAC) under .08%
¢ A chemical test is positive for drugs only
e There is no supporting BAC test of drug test (i.e.,

a refusal)
7. Are CHP 735 forms completed based on the criteria
of Section A of the form being forwarded to FMS [JvYes | X No |[IN/A | Remarks:
within ten business days from one of the following See Action item # 1.
dates?

e The date of BAC results of =.08% were received
e The date of BAC results of =.04% were received
for a commercial driver

8. Are CHP 735 forms completed based on the criteria _
of Section B of the form being forwarded to FMS [OYes | X No | ONA Remancs;
within ten business days from being notified of a See Action ltem # 2.
conviction of California Vehicle Sections 23152 or
23153, or greater offence as a result of one of the
following?
e The person arrested refused to provide a

chemical test

« The arrest was for drugs only

e A BAC of < .08% was obtained

9. s the ltemized Staff Hours section of the CHP 735 cs:
completed as required in Highway Patrol Manual Xl Yes | CONo | [IN/A | Remarks:

11.1, Administrative Procedures Manual, and
includes hours for all employees assigned to the
incident?

10. If the person arrested is transient, is the case being ‘s
entered into the CHP 735A, Case Log-DUI Cost [OYes | [ONo | XIN/A Remarks:

Recovery Program, without forwarding the CHP 735 None Inspected.
to FMS? -

11. Are staff hours involved in the incident recorded on _
the CHP 735 to the nearest ten minutes? KYes | CINo | [JN/A | Remarks:

12. Do the total number of staff hours charged on the )
CHP 735 agree with the appropriate CHP 415, Daily | X Yes | [1No [ N/A | Remarks:

Field Record?
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NSPECTION PROGRAM

CHAPTER 8
COMMAND DUI COST RECOVERY

Page

3of4

13. Does the Notes portion of the CHP 415 indicate the

billable DUI time when the CHP 415 includes more
than one activity?

Remarks:

[ Yes No | CJN/A

See Action Item # 3.

14,

Are the staff hours incurred by members of the
Department for the following activities associated with
an incident meeting the criteria for DUI cost recovery
included in the CHP 7357

o Response Time

On-Scene Investigation

Follow-up Investigation

Report Writing

Vehicle Storage

Call Back

Field Sobriety Testing

Transportation

Booking

Chemical Testing

Traffic Control

Remarks:

X Yes | [INo |[IN/A

15.

Are the staff hours for officers-in-charge, sergeants,
lieutenants, or captains listed on the CHP 735 for
time spent performing the activities listed in question
12 of this checklist and not exclusively supervisory
tasks?

Remarks:

[ N/A

Yes | [JNo

16.

Is the current hourly rate for reimbursement, sent out
to alt commands via Comm-Net from FMS, being
used?

Remarks:

KYes | [ONo | CINA

17.

Is a copy of the CHP 735 being retained at the
command and filed?

Remarks:

CIN/A

Yes | []No

18.

Is the command utilizing the, optional, CHP 735A to
track cases qualifying for the DUI Cost Recovery
Program?

Remarks;

M Yes | [ONo | CINA

19.

In the absence of a CHP 735A, how is the command

tracking the DU! Cost Recovery Program?

Although the information was entered into AlS, the AlS 735A log was not being utilized Prior to February 2009.
Prior to this date there was no log or tacking system in place to monitor the CHP 735’s.

20.

Are commands using a case monitoring system to
track cases qualifying for the DUI Cost Recovery
Program including the following information in the
monitoring system?

» Defendant Information

Violation Information

Court Information

FMS Information

BAC test results

Remarks:

KYes | ONo |[ONA
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NSPECTION PROGRAM

CHAPTER 8
COMMAND DUI COST RECOVERY

Page 4 of 4

21. Are cases not resulting in a conviction within 12 R emalla:
months after submission to the District Attorney (] Yes No | [CJN/A sz:‘ o —
closed out after court verification of case status?
22. Do closed out cases on the monitoring system have
a line drawn through the Conviction Date and Date to | X Yes | [JNo [ N/A | Remarks:
FMS as well as the reason the case was closed and
date of last follow-up check?
23. Are refunds or overpayments, as a result of
erroneous charges, in an amount of = $5.00 being OYes | [INo N/A ?ema"‘s:
rocessed by F. M. 8.
processed by the Department?
24, s the command reviewing the quarterly reports sent
by FMS related to the submission of CHP 735 forms [OYes | XNo |[INA REATES:
and case status identifying any deficiencies in the See Action ltem # 5.
submission and accountability of the DUI Cost
Recovery Program?
Question 25 pertains to Fiscal Management Section.
25. Is FMS reviewing the CHP 735 forms for ' o Remarks: Al returned CHP 738's
completeness of information and returning deficient Yes | [INo |[[JNA e s arelsuleWe b e

forms to the issuing command for corrections?

Administrative Sergeant.
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DEPARVENT OF CALIFORNIA HIGHWAY PATROL Command: O LIl
COMMAND INSPECTION PROGRAM | EastLos Angeles | Southern __ Eight (8)
EXCEPTIONS DOCUMENT Sgt. Michael Stefanoff, #14924 | 05/28/2009
~age 1of 6

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the Corrective Action Plan Included
< Division Level [] Command Level . inspection:

. . Attachments Included
[] Executive Office Level Fourteen (14) hours

Forward to:

Follow-up Required: Southern Division

Yes ] No

Due Date: 06/22/09

Inspector's Comments Regarding Innovative Practices:
None.

 Command Suggestions for Statewide Improvement: |

The Area’s CHP 735 Supervisor is the final level of review for the Area CHP 735's. The supervisor
currently ensures the Defendants name, Case number, and Billable hours are documented in the notes
section of the attached CHP 415. If the required information is missing, the supervisor writes in the
required information (Due to circumstances where officers may have multiple CHP 415’s and where
court case numbers are assigned at a later date). This second level of review ensures that required
information has been correctly documented while reducing the need to send it back for corrections.

[ Inspector’s Findings: |

On May 28, 2009, the Southemn Division Inspection Team conducted an inspection of the East Los
Angeles Area. The scope of the inspection included the Driving Under the Influence Cost Recovery
Program (CHP 735). The inspection was conducted in accordance with the Command Inspections
Manual, Highway Patrol Manual 22.1 (HPM), Chapter 8. Ten percent (41 documents) of the Area’s CHP
735's for the previous twelve months were inspected. In addition, the Case Log — DUI Cost Recovery
Program (CHP 735A), generated by Area Information System (AIS), was utilized to verify the tracking
and processing of the CHP 735'’s. )

The CHP 735 program is coordinated and processed by the Area Evidence Officer as designated by

-ea Standard Operating Procedures (S.0.P.). Officer J. Rodriguez, #12409, assumed the position in
,-ebruary 2009. In addition to regularly assigned duties, the CHP 735 Officer has a good understanding
of the requirements of HPM 11.1, Chapter 20, and is fairly organized with paperwork files. The CHP 735
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EXCEPTIONS DOCUMENT Sgt. Michael Stefanoff, #14924 | 05/28/2009
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Officer is still learning the capabilities of the Area Information System (AlS) in regards to generating a
CHP 735 A — Case Log (DUl Cost Recovery). The CHP 735 Officer does not complete an additional
review of submitted CHP 735’s unless there is an obvious error and relies strictly on the review by the
on-duty sergeant prior to processing to Fiscal Management Section (FMS). i

The East Los Angeles Administrative Sergeant assumed the position in October 2008. The
Administrative Sergeant supervises the CHP 735 Officer. All on duty supervisors/sergeants are
responsible for the review of CHP 735’s submitted, to ensure completeness and accuracy in the
absence of the Administrative Sergeant. Currently, the on-duty sergeant will sign for the Area
Commander after review. The Administrative Sergeant also completes the review of disputed claims at

the requests of Fiscal Management Section (FMS).

The East Los Angeles Area Commander assumed the position in July 2008. It is apparent that the Area
commander has taken an active role in the management and importance of the Area’s DUI Cost
Recovery Program. The Area Commander currently relies upon the Area’s Sergeants for submission

and review of submitted CHP 735's.

ACTION ITEMS )

stion Item #1 — Ensure all CHP 735's are processed and forwarded to Fiscal Management Section
within ten (10) business days of the established criteria (CHP 735 — Section A), in accordance with
departmental policy, HPM 11.1, Chapter 20 (Question #7).

¢ The Area is currently utilizing the CHP 735A to track and monitor all cases meeting the DUI Cost
Recovery criteria. The current CHP 735 Officer has been utilizing this system and since February
2009 the majority of completed CHP 735’s have been processed to FMS within the required ten_
day time frame. However, many are still being delayed based upon the timeliness of submission

and the review process of Al reports.

e Prior to February 2009, the AIS was not being utilized for tracking or monitoring CHP 735'’s that
were processed. As a result, the majority of the older cases, had no record of when it was sent to
FMS on the CHP 735A, generated by AlS. In addition, the older CHP 735's did not have any
date indicating when the document was processed through FMS. Although eventually processed,
without an FMS date there is no verification of the documents being submitted within the required

ten day time frame.

Action Item #2 — Ensure all CHP 735's are processed and forwarded to Fiscal Management Section
within ten (10) business days of the established criteria (CHP 735 — Section B), in accordance with

departmental policy, HPM 11.1, Chapter 20 (Question #8).

* The CHP 735 Officer monitors the suspense file and criminal conviction status when not
completing other assigned duties. The CHP 735 Officer currently only has access to court
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EXCEPTIONS DOCUMENT Sgt. Michael Stefanoff, #14924 | 05/28/2009
age 3of 6

information through CCHRS or the TCIS, at the actual court location, in order to verify the
conviction status on suspended CHP 735's. Some delay is caused by the information received
from the court and delayed entry into the CCHRS system. This delay can be up to a couple of ~
months from the actual conviction date in some cases. In addition, with no immediate access to
the TCIS system at the Area causes additional delays in regards to the court disposition status.
Although the CHP 735's are normally processed once the conviction status is verified, no
immediate or real time access is available to process the CHP 735's. Therefore, the CHP 735's
are not always completed, reviewed and processed within the required ten day time frame.

Prior to February 2009, the AIS was not being utilized for tracking or monitoring CHP 735’s that
were processed. As a result, the majority of the older cases, had no record of when it was sent to
FMS on the CHP 735A, generated by AIS. In addition, the older CHP 735’s did not have any
date indicating when the document was processed through FMS. Although eventually processed,
without an FMS date there is no verification of the documents being submitted within the required

ten day time frame.

Action Item #3 — Ensure the notes portion of the CHP 415 indicates billable DUI time and broken down

by specific billable activity when the CHP 415 includes more than one activity. In addition, the arrestees
name and case number shall be included on the CHP 415 in accordance with departmental policy, HPM

.1, Chapter 20 (Question #13).

It is the responsibility of the on-duty Sergeant to ensure all time indicated on a submitted CHP
735 corresponds with an attached CHP 415 for that incident. The CHP 415’s indicate billable
activity time by highlighting the time to correspond with the CHP 735, however no additional
information is placed in the notes portion. Although several of the billable hours are itemized on.
the CHP 735, many of the same hours are placed under one block of time (ex: 6 hours = 555/202
DUI TC) on the CHP 415 and are not easily recognizable and/or verifiable without a defendant's
name or additional notes. As a result, this creates confusion on the amount of time to be
processed for DUI Cost Recovery for a specific incident.

Several of the CHP 415's contain incident investigation time or in-custody time that is transferred
to the wrong category on the CHP 735. Although the total number of hours on the CHP 735
corresponds to the attached CHP 415, placing the activity time in the incorrect category causes
additional confusion on the actual amount of time to be processed for DUl Cost Recovery for a -

specific incident.

Action ltem #4 — Ensure cases not resulting in a conviction within 12 months after submission to the

District Attorney are closed out after court verification of case status, in accordance with departmental
policy, HPM 11.1, Chapter 20 (Question #21).

It was determined that CHP 735’s pending convictions are placed in a suspense file. All CHP
735's pending disposition are placed in this file, including those beyond the 12 month processing
time frame. Currently the CHP 735 Officer does not close out cases beyond the 12 month
requirement if a conviction is obtained at a later date.
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e Although several CHP 735's, beyond the 12 month processing time frame were still located in the
suspense file, those cases that were rejected by the District Attorney’s office or not filed were
properly closed out. The closed out cases were indicated by lining out the information on the
CHP 735 and not processing them through FMS. Al closed out cases, including those beyond -
the 12 month time frame should be processed in the same manner.

Action ltem #5 — Ensure the command is reviewing the quarterly reports sent by FMS related to the
submission of CHP 735 forms and case status identifying any deficiencies in the submission and
accountability of the DUI Cost Recovery Program, in accordance with departmental policy, HPM 11.1,

Chapter 20 (Question #24).

e Although the CHP 735 Officer was aware of the quarterly report, no procedures or additional
actions are currently being completed to identify any deficiencies with the documentation or timely

submission of the CHP 735’s.

| Commander’s Response: X Concur or [] Do Not Concur (Do Not Concur shall document basis for response) |
See corrective action plan/timeline.

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,

etc.)
Nonhe.

; fry e R SETELY, (LA P e e L e NS B LA PN Rl A A 0 i N D PR [ S O g AR o
ReéqllirediAcHon s N A R S e S

Corrective Action Plan/Timeline

Action Item #1 — Ensure all CHP 735’s are processed and forwarded to Fiscal Management
Section (FMS) within ten (10) business days of the established criteria.

Corrective Actions:

1. All CHP 735's are logged into the CHP 735A and AIS system Logs. (ON-GOING)

2. All CHP 735's are sent to the CHP 735 Supervisor for final review. (ON-GOING)

CHP 6B0A (Rev (2-09) OP1010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Pl ClRaRIEl:

COMMAND INSPECTION PROGRAM  |-c2stLos Angeles | Southern | Eight (6)

EXCEPTIONS DOCUMENT Sgt. Michael Stefanoff, #14924 | 05/28/2009
age 5of6

3. The CHP 735 Supervisor has outlined the CHP 735/415 requirements (instructions/timelines) in a
briefing item that is currently being briefed to all officers. (IMMEDIATE)

4. The CHP 735 Supervisor has instituted time tracking of CHP 735's between Officer, A,
and final review. (IMMEDIATE)

Action Item #2 — Ensure all CHP 735’s are processed and forwarded to Fiscal Management
Section (FMS) within ten (10) business days of the established criteria.

Corrective Actions:

1. The CHP 735 Coordinator runs the current and suspensed CHP 735's through the TCIS and
CCHRS on a weekly basis to meet the (10) business day requirement. (ON-GOING)

2. "Refusal’ CHP 735's are checked on the TCIS weekly. “Blood” CHP 735’s are checked bi-weekly
upon delivery of BAC results. (ON-GOING)

Action Item #3 — Ensure the notes section of the CHP 415 indicates billable DUI time and broken
down by specific billable activity when the CHP 415 includes more than one

activity. In addition, the arrestees name and case number shall be included on
the CHP 415.

Corrective Actions:

1. All supervisors have been instructed to ensure the CHP 735 and CHP 415 contain the required
information as it relates to CHP 735 billing. (IMMEDIATE)

2. The CHP 735 Supervisor is the final level of review for the Area CHP 735’s. This supervisor is a
second level of review to ensure the Defendants name, Case number, and Billable hours are
documented as required on the CHP 735 and in the notes section of the CHP 415. (ON-GOING)

Action Item #4 — Ensure cases not resulting in a conviction within 12 months after submission to
the District Attorney are closed out after verification of case status.

Corrective Actions:

1. The CHP 735 Coordinator maintains a suspense file for open cases which are checked on the ‘
TCIS on a weekly basis. The coordinator will ensure CHP 735's twelve months or older are
closed out promptly. (IMMEDIATE) '

2. The CHP 735 Supervisor will now include a review of suspensed CHP 735's to identify cases
twelve months or older as part of a quarterly audit. The supervisor will alert the CHP 735
Coordinator to any 12 month or older cases for case closure. (IMMEDIATE)
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Action Item #5 — Ensure the command is reviewing the quarterly reports sent by FMS related to
the submission of CHP 735 forms and case status identifying any deficiencies in
the submission and accountability of the DUI Cost Recovery Program.

Corrective Actions:

1. Quarterly FMS CHP 735 reports are reviewed by the Area Commander, Administrative
Lieutenant, CHP 735 Supervisor, and the CHP 735 Coordinator (Respectively). This allows for
multi-level review of compliance with the ten day time frame. (ON-GOING) .

2. The CHP 735 Supervisor has instituted time tracking of CHP 735's between Officer, A/l,
and final review. (IMMEDIATE)

I B
A‘R

I

"] Employee would like to discuss this report with DATE |

the reviewer.
(See HPM 9.1, Chapter 8 for appeal procedures.)

G LYos

INSPECLOR'S SIGNATURE
s |
Lym _M"’,é,:jr_;aé—’““ {6 ’\/5'637
[C] Reviewer discussed this report with REVIEWER'S ;{GN'/.'TURE DATE
employee iz Ny .
[_] Concur L[] Do not concur «\L}ﬂ'*" ) ﬁ.l’\—t.-—_,-// é/Q ‘7//0?
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STATE OF CALIFORNIA
NEPARTMENT OF CALIFORNIA HIGHWAY PATROL

_ISPECTION PROGRAM

CHAPTER 8
COMMAND REIMBURSABLE SERVICES

Page 10f4
Cormmand: Division: Number:
535 East LA Southern Chapter 8
Evaluated by: Date:
Justine Lam 5/28/09
Assisted by: Date:
Ana Markey 5/28/09

INSTRUCTIONS: Answer individual items with "Yes" or “No" answers, or fill in the blanks as indicated. Any “No" answers, discrepancies’
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPEGTION Lead Inspector's Signature:
X Division Level [ ] Command Level —
, ' 3 iof L=
[] Office of Inspections [] Voluntary Self-inspection ./%»/C,/'
Follow-up Reguired: [ Follow-Up Inspection | CoMmaadsrsianature; / ate
=L /L S Rl
For applicable policies, refer to HPM 11.1, Chapter 6. L4
INGte If a No or N/A"box.is checked, the ‘Remarks! section:shall beutilized for explanationsu i iF 4%
1. Prior to the performance of services, is the
contracting party informed of the rates charged for X Yes | [INo | [JN/A | Remarks:
services, departmental equipment usage, and
cancellation policy?
2. Does the billing rate include mileage and other
expenses such as uniform or equipment damage? R ves | [INo | [IN/A
3. When a safety service is provided to another state
agency, is the agency's five-digit billing code Yes | [ONo [[JN/A | Remarks:
obtained?
4. s the billing code documented on the Reimbursable
Services Billing Memorandum? X Yes | [JNo |[JN/A | Remarks:
5. s $50 charged for each CHP uniformed employee
assigned to the detail if the cancellation notification is Yes | [JNo | [ N/A | Remarks:
less than 24 hours prior to the scheduled service?
6. s a minimum payment of 4 hours overtime charged
when employee(s) could not be notified of the Yes | [ONo | [JN/A | Remarks:
cancellation of their service(s)?
7. lIs information regarding the procedures to obtain
necessary right-of-way clearances or permits, local K Yes | [ONo | [JN/A | Remarks:
requirements, and other pertinent information made
available to inquiring parties?
8. Are written requests for specific services directed to
the appropriate command? Yes | [INo | [JN/a | Remarks:
9. Are traffic control services less than $50,000
approved by Division? B0 Yes | [ONo | [JN/A | Remarks:
10. Are traffic control sen/ices. estimated to be‘$5.0,000 or ey —
more approved by the Office of the Commissioner? Oves | OONo | BRINA [ o s none were over §50,000
11. Are _extraordinary protectivg services approved by the b e rmafke BT Resdocuments
Assistant Commissioner, Field? Oves | CINo | BENA eviowsd. none were protective
services.
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a CHF’ 466 malntalned”

aCHP 1697

2. Is a Relmbursable Services Agreement (RSA) |og
number requested from Division for every contract? | (X Yes | [JNo | [JN/A | Remarks:
13. Is a CHP 465 form completed in accordance with ‘
palicy? D Yes No D N/A Remarks: Action llem #1
14. Are advance payments collected from the contracting
company prior to the start of the service? Yes | [ONo | [N/ | Remarks:
15. Is a CHP 251 prepared and mailed to the contracting ,
company upon receipt of advance payments? [] Yes No | [] N/A | Remarks: Action tem #2
16. Is a CHP 467 prepared and submitted to the Fiscal
Management Section upon completion of the Yes | [INo | [ N/A | Remarks:
contractual service(s)?
17. Is a copy of the CHP 465 attached to the weekly
CHP 230, and if applicable. X Yes | [INo | [JN/A | Remene

Remarks: Action Item #3

one of the contracting parties is a county, city, district,
or other local public body?

[Cyes | K No | [JNA
19. Do RSA numbers begin with the letter "R" to denote
reimbursable services, followed by two digit fiscal Yes | [ONo |[JN/A | Remarks: .
year, three digit location code, and a sequential
number for each agreement?
20. Is the CHP 466 closed out at the end of each fiscal ‘
year with a new log implemented on July 1 beginning | [J Yes | B No | [JN/A REMaTKSy Agtion 18/
with the sequential number 0017
21. Are all sequential numbers accounted for when )
reconciling with the Billing Memorandum? [ Yes No | [ N/A | Remarks: Action llem #3
22. Are sequential numbers not matching Billing _
Memorandums reconciled? [JYes | 0 No | [ N/A | Remarks: Action liem #3
23. Is the original RSA signed and filed at Area?
Yes D No D N/A Remarks:
24, Does the command proceed with all RSA
arrangements, and if needed, ensure the requestor Yes | [ONo |[JN/A | Remarks:
has obtained the necessary right-of-way, clearances,
and permits?
25. Is the indemnification clause included in the
agreement when requested? COYes | CONo | K N/A Fef’?;a/r:g:re%%?égigfﬁgﬁ:{gﬁ'l)lfs .
indemnification clause.
26. Is the inclusion of the indemnification clause
approved by the Department of General Services, [(OYes | [INo N/A rRe?/riga::z:reg;?:dotfht:?n?:loucsl:;egftsth .
Office of Legal Services? indemnification clause.
27. If the service is over $50,000 per occasion, is a
CHP 78R prepared and submitted to Contract Yes | [JNo N/A z‘f/?;ar:j:w':roe”fw‘grtggggggmems
Services Unit? T
28. Is acopy of the resolution, order, motion, or Remals: Thers aieseverdiefising
ordinance of the local governing body obtained when | [JYes | [JNo | N/A [ (o000 place with some

governmental agencies, If no
contract has been entered, then an
agreement (CHP465) is allached
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20.

Are dignitary protection services referred to the Office
of Dignitary Protection?

Yes

Remarks:

30.

Are CHP 312 forms, CHP 313 forms, and CHP 467
forms prepared when a statewide agreement is in
effect?

Yes

Remarks:

52,

. When state agencies are requesting a statewide

agreement, are they referred to Enforcement
Services Division, Field Support Section?

7 );j 3 .-__i;P hig ;38 3 Iﬁ@h}f{j fﬁ!:t(i rfr nt

- [
SRR SN J‘.:vk.l-.-:l.'f.f:;:{ :_n‘.g_‘ﬂ.u._d AN J(li‘_._f.gtlj_z.ﬁa_l’ SN

Is a CHP 230 prepared by the contracting party when i

Remarks:

Is a copy of theCHP 467 an'd CHP 465 submltted' to i

fees are collected on the day of the training session? | [JYes | [JNo | N/A E;;"a;:;m'i%%ﬁ::;:igmg has
33. Are the original CHP 467 and contract agreement ,
submitted to Fiscal Management Section (FMS) upon | [JYes | [ No | [J N/A | Remarks: Action aalha
completion of services (other than COZEEP, N
MAZEEP, extraordinary protective services, and
special projects) within 5 days”?
34, Are copies of CHP 467 forms forwarded to the next
level of review? Yes | [INo | [N/ | Remarks:
35. Is the date when the Billing Memorandum was sent to
FMS noted on the Reimbursable Services Control Yes | [ONo | [JN/A | Remarks:
_Log?
36. Is a copy of the command's Reimbursable Services ,
Control Log forwarded or e-mailed to the Division [ Yes No | ] N/A | Remarks: Action ltem #3
Coordinator at the end of each month? .
37. Is the Reimbursable Services Control Log verified
with the copies of the Billing Memorandums to ensure | [ Yes | [JNo | (JN/A Remane:
all reimbursable time has been reported to FMS for
billing purposes?
38. Are outstanding items being inspected and resolved?
Yes ] No Remarks:

LT e

30.
FMS upon completion of extraordinary protective Oyes | [JNo N/A pl?rirt[;acrt?vsé S'i?ﬁ;éfgg:g‘:r;yems .
services? reviewed,
40. Is a reimbursable special project code obtained on
every contractual service? B Yes | [INo | [ N/A | Remarks:
41. Is the overtime report(s) for reimbursable special
project(s) used to reconcile CHP 415 forms for each Yes | [ONo | [JN/A | Remarks:
special project?
42, Are the special project codes on the overtime
report(s) verified to ensure the correct special project | B Yes | [JNo | [CJ N/A FREMa
code has been used?
43. Are all corrections noted on the overtime report(s)?
@ Yes D No D N/A Remarks:
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44. Are overtime reports approved and dated by the
commander after reconciling? X Yes | [INo | []N/A | Remarks:
45, |s the original overtime report(s) forwarded to FMS?
M ves | [INo | [IN/A
46. Is a copytgf the overtime report forwarded to Division Remarks: A copy is due o the
by the 10" of the month (except COZEEP/MAZEEPR)? Yes | [INo | LIN/A Division by the ,ﬁ)gmof aedh moni,
The due date is delayed because the
overtime report does not get printed
by Headquarters until the g".
47. Are all COZEEP/MAZEEP reports forwarded to
Division by the 15" of the month? Yes | [JNo | [JN/A | Remarks:
48. Are all COZEEP/MAZEEP reports approved by
Division and forwarded to FMS by the 30" of the X Yes | [INo | [JN/A | Remarks:
month?
49. |s a copy of the CHP 71 attached to the overtime )
report(s) when there are reimbursable nonuniformed | [J Yes | [ No N/A 2?2’32;?8i':r?r;ir']’]ﬁzﬁgﬁéd'rt‘irtr:‘:is
personnel hours? involved, CHP71 i attached to the
OT report.
50. Is an amendment of service agreement requested
prior to the fund being depleted, and if necessary,is | X Yes | [INo | [JN/A Remarks:
the service discontinued?
51. Are all payments made directly to FMS?
E Yes I:l No D N/A Remarks: All checks made to CHP
52. Does the command require delinquent companies to ,
pay outstanding invoices in full prior to providing any | [JYes | [JNo | XIN/A E?g;;g‘;;ncf:’;gm:;’:jq%%ptggece've

future services?

regarding delinguent accounts.
Therefore commands cannot track
this information.
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COMMAND INSPECTION PROGRAM [0 FestLA | Southem .

EXCEPTIONS DOCUMENT Ana Markey & Justine Lam 5/28/09
‘age 1 of4

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space Is required.

TYPE OF INSPECTION Total hours expended on the Corrective Action Plan Included

X Division Level [] Command Level | nSpection: 5

[] Executive Office Level X Attachments Included
ce Leve

Forward to:
Southern Division
Due Date: 6/22/09

Follow-up Required:

Yes [] No
‘Chapt 16 GO i s s AR A

Inspector's Comments Regarding Innovative Practices:
None.

~ommand Suggestions for Statewide Improvement:
None.

| Inspector’s Findings: ]

On May 28, 2009, Southern Division conducted an inspection on the East Los Angeles Area’s
reimbursable services. The review was done by inspecting ten percent or a minimum of ten documents
of the Area’s reimbursable services for the period of May 1, 2008 to April 30, 2009 and assessing them
for compliance to Highway Patrol Manual (HPM) 11.1, Chapter 6 and Highway Patrol Manual (HPM)
22.1, Chapter 8. Due to discrepancies found in the first ten documents reviewed, an additional ten

documents were reviewed per policy.

East Los Angeles Area's reimbursable services is handled by the Area Overtime Coordinator, Officer
Scott Riley designated by the Area Standard Operating Procedures (SOP). Officer Riley has assumed
this position for approximately two years. It was apparent during this inspection that Officer Riley had
good knowledge of the policies and procedures relating to reimbursable services.

After completion of the CHP 465 and CHP 467, Officer Riley forwards the documents to the Commander
( review and signature.
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ACTION ITEMS

Action Item #1
Question 13: Is a CHP 465 form completed in accordance with policy?

* One out of the first ten documents reviewed did not have the production company's signature

(see attachment 3).
e The second batch of ten documents also resulted in one document with no production company’s

signature on the CHP 465 (see highlighted field in attachment 7).

Action Item #2
Question 15: Is a CHP 251 prepared and mailed to the contracting company upon receipt of advance

payments?

o Five out of the first ten documents reviewed did not have the counter receipt form (CHP 251)
completed (see highlighted fields in attachments 1, 2, 3, 4, and 5) and the other five documents
did not require a CHP 251 because the Area did not receive the checks. :

e Out of the second batch of ten documents reviewed, one had a collected check and was
processed by the Area without the counter receipt. The other nine documents reviewed did not
require the CHP251 as there were no payments received and processed by the Area.

» Per Officer Riley, he was not trained to complete the CHP 251 and therefore, all checks received
by the Area have been processed without the CHP 251. According to HPM11.1, Chapter 6,
paragraph 5.b.(3), a CHP 251 is required when a check is received.

Action ltem #3
Question 18: Is a CHP466 maintained?

Question 20: Is the CHP466 closed out at the end of each fiscal year with a new log implemented on
July 1 beginning with the sequential number 0017

Question 21: Are all sequential numbers accounted for when reconciling with the Billing Memorandum?
Question 22: Are sequential numbers not matching Billing Memorandums reconciled?

Question 36: Is a copy of the command’s Reimbursable Services Control Log forwarded or emailed to
the Division Coordinator at the end of each month?

» The log was neither reconciled nor forwarded to Southern Division as there was no CHP 466 (R#
Log) maintained by the Area.
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One out of the first ten documents reviewed had an error on the R# (numbers were transposed).
The maintenance of the R# Log would have eliminated such error (see highlighted field in .

attachment 1).
e There was no transposing error found in the second batch of the documents.

Action Item #4
Question 33: Are the original CHP 467 and contract agreement submitted to Fiscal Management

Section (FMS) upon completion of services (other than COZEEP, MAZEEP, extraordinary protective
services, and special projects) within 5 days?

o One out of the first ten documents reviewed did not get completed within the required timeframe

(see highlighted field in attachment 6).
e All of the second set of documents was found to be in compliance on the timeframe. .
Although the five day timeframe is not a policy, it is recommended that the CHP 467 and CHP

465 be sent to Fiscal Management Section as expeditiously as possible.

Note: The following item was not part of the Chapter 8 checklist however the discrepancy below was
‘dentified during the inspection:

e One out of the first ten documents reviewed had the wrong mileage amount entered on the CHR

467 (see highlighted field in attachment 2).
s All of the second set of documents was found to have no error in the mileage amount.

| Commander's Response: [X Concur or [] Do Not Concur (Do Not Concur shall document basis for response)

|

See corrective action plan/timeline

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

None.
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Remred SACion iR SR

Corrective Action Plan/Timeline

Action Item #1- Is a CHP 465 form completed in accordance with policy.

1. The Overtime Coordinator provides verbal instructions to each officer receiving a CHP 465.
These instructions include the requirement to obtain a signature. The Overtime Coordinator will
now review each CHP 465 for sighature compliance. (IMMEDIATE)

Action Item #2 - Is a CHP 251 prepared and mailed to the contracting company upon receipt of
advance payments?

1. The Overtime Coordinator has instituted completing a CHP 251 with every advance
payment received with a copy mailed to the contracting company. (IMMEDIATE)

Action ltem #3 - Is a CHP 466 maintained?

1. The Overtime Coordinator has established a CHP 466 (Reimbursable Services Control Log) for
Area CHP 465 entries. The CHP 466 log will be kept on a fiscal year cycle and the CHP 465's
will be numbered sequentially (001). This will allow for the accounting and reconciling of
sequential numbers to Billing Memorandums. The Overtime Coordinator will now forward a
copy of the command’s CHP 466 log to the Division Coordinator at the end of each month.
(IMMEDIATE)

Action Item #4 — Are the original CHP 467 and contract agreement submitted to Fiscal
Management Section (FMS) upon completion of services within 5 days?

1. The Overtime Coordinator currently submits the CHP 465 and CHP 467 expeditiously and will
be cognizant of the 5 day requirement. With the establishment of a CHP 466 (Reimbursable
Services Control Log), the Overtime Coordinator will be able to monitor the dates of
CHP 465/467's ensuring they are forwarded to FMS within 5 days. (IMMEDIATE)

(] Employee would like to discuss this report with COMmGNAT DATE
the reviewer.
(See HPM 9.1, Chapter 8 for appeal procedures.) U // 7/67
IkﬁP (o IGNAT DATE 7
& -ré-c >

' [_J Reviewer discussed this report with <RE\LIEW7F3‘S TNATURE DATE
employee A A
| L] Concur (] Do not concur ( (i (I &/,2?/6’7
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STATE OF 0 Command: Division: Nu.mber:
3E@L§?&§ﬁ#’c§f: ?;TSFORMA HIGHWAY PATROL Central L.A. Southern Eight (8)
e CTION PR M Evaluated by: Dale:
EHis‘EERTB- PERA Sgt. Michael Stefanoff # 14924 | 06/12/2009
Assisled by: Dale:
COMMAND DUI COST RECOVERY Officer Clifford Porter # 16738 | 06/12/2009

Page 10f4

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicaled. Any "No” answers, discrepancies

with policy, applicable tegal statues, or deficiencies noled in the insp
Additionally, such discrepancies and/or deficiencies shall be documenled on an Exception

ections shall be commented on via the “Remarks” section.
s Document and addressed 1o the next level of

command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-
up Inspeclion, the *Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPL OF INSPECTION

Lead Inspector's Signature:

Division Level {C] Command Level
(] Office of Inspections [ Voluntary Self-Inspection
Follow-up Required: [] Follow-Up Inspection | emmand s Signalure: ; Dale:
X Yes []No By C {/M G -1G-09

For applicable policies, refer to HPM 11.1, Chapter 20.

Note: If 2 "No” or "N/A” box is checked, the “Remarks" section shall be utilized for explanation.

1. Does the command have sufficienl procedures to

ensure that a CHP 735, Incident Response

Reimbursement Statement, is prepared for each

arresi that meets the cost recovery criteria?

Yes | [No |DNA

Remarks:

2. What are these procedures?

This command has the Area Accident Investigation Officer verify that the Cost Recovery Criteria has been met
with an arrest for a violation of California Vehicle Code section 23152 or 23153, Helshe also determines if the
arrested party caused a response to an incident and has a supporting Blood Alcohol Concentration Test {BAC

Test) with a result of .08% or greater, meeting the criteria for the CHP 735 “A” section. The officer may utilize the
conditions of the CHP 735 “B” section in the case of a BAC Test that returns under the .08%, a refusal to take the
BAC Test, or a chemical test that is for drugs only. The Accident Investigation Officer reviews the report and
ensures that a CHP 735 is attached when the criteria is met. The Accident Investigation Officer then forwards the
CHP 735 to the CHP 735 Clerk (Office Assistant). The CHP 735 Clerk separates the CHP 735 from the report and
forwards it to the Court Officer who reviews the CHP 735 for accuracy. The Court Officer forwards the CHP 735
to the Lieutenant for approval. The Lieutenant reviews the CHP 735 and signs the CHP 735 for the Area
Commander. Once approved, the CHP 735 is returned to the Court Officer who in return forwards it back to the
CHP 735 Clerk. The CHP 735 Clerk then forwards the CHP 735 to Fiscal Management Section (FMS). If the CHP
735 is pending for a Blood result or a Conviction Date, the CHP 735 Clerk puts the CHP 735 in a separate file until
the results come in. The CHP 735 Clerk checks the file and updates the file on a weekly basis.

3. Does lhe command have a specific employee(s)

assigned to process all CHP 735 forms? X vYes | [ONo |[JNA | Remarks:

4. |f the answer to question 3 of this checklist is yes, is
the responsibility of processing all CHP 735 forms X Yes | []No
listed in their job description or any other document?

D NIA Remarks: Office Assistant 2, area
$.0.P. job description.

CHP 680U (Rev. 02-089) OP1 010




STATE OF CALIFORNIA
PEPARTMENT OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM
CHAPTER 8
COMMAND DUI COST RECOVERY

Page

2of4

Gl

Are all CHP 735 forms forwarded to Fiscal
Management Section {(FMS) properly with completed
criteria in either Section A or Section B of the form?

K Yes

[J No

I N/A

Remarks:

Does the command have a suspense system in place

to facilitate notification of a conviction involving cases

meeting the requirements of the Driving Under the

Influence (DUI) Cost Recovery Program? This would

involve cases where the following criteria applies:

¢ A Blood Alcohol Content (BAC) under .08%

¢ A chemical lest is positive for drugs only

s Thereis no supporting BAC test of drug test (i.e.,
a refusal)

Yes

[ No

O NA

Remarks:

Are CHP 735 forms completed based on the criteria

of Section A of the form being forwarded to FMS

within ten business days from one of the following

dates?

e The date of BAC results of =.08% were received

o The date of BAC results of =.04% were received
for a commercial driver

[] Yes

X No

[ N/A

Remarks:

See Action Item # 1.

Are CHP 735 forms completed based on the criteria

of Section B of the form being forwarded to FMS

within ten business days from being notified of a

conviction of California Vehicle Sections 23152 or

23153, or greater offence as a result of one of the

following?

s The person arrested refused to provide a
chemical test

¢ The arrest was for drugs only

« A BAC of <,08% was obtained

[ Yes

X No

(I N/A

Remarks:

See Action Item # 2.

Is the itemized Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual
14.1, Administrative Procedures Manual, and
includes hours for all employees assigned to the
incident?

Yes

] No

[J N/A

Remarks:

10.

If the person arrested is transient, is the case being
entered into the CHP 735A, Case Log-DUI Cost
Recovery Program, without forwarding the CHP 735
to FMS?

[J Yes

CJ No

N/A

Remarks:
None Inspoected.

1.

Are staff hours involved in the incident recorded on
the CHP 735 to the nearest ten minutes?

X Yes

O No

O NA

Remarks:

12.

Do the total number of staff hours charged on the
CHP 735 agree with the appropriate CHP 418, Daily
Field Record?

& Yes

] No

O NA

Remarks:
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13. Does the Notes portion of the CHP 415 indicate the
billable DUI time when the GHP 415 includes more [] Yes No |[JNA ?g"‘:’;‘;gn tom # 3
than one activity? ? 2

14. Are the slaff hours incurred by members of the
Department for the following activities associated with Jves | CINo |[INA Refmanks:
an incident meeting the criteria for DUI cost recovery
included in the CHP 7357
« Response Time

On-Scene Investigation

Follow-up Invesligation

Report Writing

Vehicle Storage

Call Back

Field Sobriety Testing

Transportation

Booking

Chemical Testing

Traffic Control

15. Are the staff hours for officers-in-charge, sergeants,
lieutenants, or captains listed on the CHP 735 for Yes | OONo | CJNA Remarks:

time spent performing the activities listed in question
12 of this checklist and not exclusively supervisory

tasks?

16. |s the current hourly rate for reimbursement, sent out :
to all commands via Comm-Net from FMS, being Yes | [INo |[JN/A | Remarks:
used?

17. Is a copy of the CHP 735 being retained at the _
command and filed? R Yes | [INo |[JNA | Remarks:

18 Is the command utilizing the, optional, CHP 735A to
track cases qualifying for the DUI Cost Recovery Byes | ONo |CINA Remeks:
Program?

19. In the absence of a CHP 735A. how is the command tracking the DUI Cost Recovery Program?

The CHP 735 Clerk utilizes the CHP 735A in the Adobe Format. They are entered in by arrest date and prinfed out
on a weekly basis for the CHP 735 Binder. The CHP 735 Clerk updates the CHP 735A and checks on the pending

cases on a weekly basis.

20. Are commands using a case monitoring system to
track cases qualifying for the DUI Cost Recovery Yes | CINo | [JN/A | Remarks:
Program including the following information in the
monitoring system?

s Defendant Information

Violation Information

Court information

FMS Information

BAC test resuits
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51. Are cases not resulting in a conviction within 12

months after submission to the District Attorney Yes | [ONo |[ONiA | Remerks:
closed out after court verification of case status?

52, Do closed out cases on the monitoring system have
a line drawn through the Conviction Date and Date to Yes | [JNo |[JNA | Remarks:
FMS as well as the reason the case was closed and
date of |ast follow-up check?

23 Are refunds or overpayments, as a result of o 0 5 Remarks
erroneous charges, in an amount of = $5.00 bein Yes No | DX NIA :
processed by the Depariment? ° Processed by F.M.S.

54 Is the command reviewing the quarlerly reports sent
by FMS related to the submission of CHP 735 forms K Yes | [INo |[JN/A | Remarks:
and case status identifying any deficiencies in the
submission and accountability of the DUI Cost
Recovery Program?

uestion 25 pertains to Fiscal Management Section.

25. |s FMS reviewing the CHP 735 forms for

completeness of information and returning deficient ves | [ONo |CINA Remarks:

forms to the issuing command for correclions?
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STATE OF CALIFORNIA Command: Diviston: Chapter:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL .

COMMAND INSPECTION PROGRAM Central Los Angeles Southern | Eight (8) ~

EXCEPTIONS DOCUMENT Sgt. Michael Stefanoff, #14924 | 06/10/2009
“Page 1 of 4

INSTRUCTIONS: This document shali be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the
chapter number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the nexl level of command where the
document shall be routed 1o and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

[ —

TYPE OF INSPECTION Total hours expended on the
Division Level [J Command Level | inspection:

X Corrective Action Plan Included

Attachments Included

[J Executive Office Level Twelve (12} hours

Forward to:
Southern Division

Follow-up Required:

Due Date: 06/22/09

[ Command Suggestions for Statewide Improvement:
None.

[Inspector’s Findings:

On June 10, 2009, the Southern Division Inspection Team conducted an inspection of the Central Los
Angeles Area. The scope of the inspection included the Driving Under the Influence, Cost Recovery
Program (CHP 735). The inspection was conducted in accordance with the Command Inspections
Manual, Highway Patrol Manual 22.1 (HPM), Chapter 8. Ten percent (27 documents) of the Area’s CHP

735's for the previous twelve months were inspected.

The CHP 735 program is currently being processed and monitored by the Area Arrest Reports Clerk
(Office Assistant Il — OA-Il) C. Ortiz, #A12420. Ortiz assumed this position in July 2008. In addition to
regularly assigned duties the CHP 735 clerk has a good understanding of the requirements of HPM
11.1, Chapter 20, and is extremely organized with paperwork files. In addition to the CHP 735 Clerk, the
. jrea Overtime Coordinator, Officer Langsdale, #16243, is also responsible for ensuring the accuracy of

“the CHP 735's and associated CHP 415's that are submitted. Officer Langsdale, assumed the position
in October 2007. Currently, the Area Lieutenant is the final leve! of review for the CHP 735's. After
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review by the CHP 735 clerk, the CHP 735 is forwarded to Lieutenant for review and signature. The
CHP 735 is then forwarded to the CHP 735 Clerk for processing to Fiscal Management Section (FMS).

The Central Los Angeles Area Commander assumed the position in May 2002. It is apparent that the
Area commander has taken an active role in the management and importance of the Area's DUI Cost
Recovery Program. The Area has different levels of review for the criteria, billable time and overall

accuracy of all CHP 735's submitted.

ACTION ITEMS

Action ltem #1 — Ensure all CHP 735's are processed and forwarded to Fiscal Management Section
within ten (10) business days of the established criteria (CHP 735 — Section A), in accordance with

departmental policy, HPM 11.1, Chapter 20 (Question #7).

« |t was determined that the processing of several CHP 735's are being delayed based upon times
associated with report completion, supervisory/A.l. review and processing. The submission of
reports and review of 735's causes a delay in'some reports being processed, therefore the ten
day requirement is not always met on B.A.C. results received the day of arrest (Breath).

Action Item #2 — Ensure all CHP 735's are processed and forwarded to Fiscal Management Section
within ten (10) business days of the established criteria (CHP 735 — Section B), in‘accordance with
departmental policy, HPM 11.1, Chapter 20 (Question #8).

« The CHP 735 Clerk monitors the suspense file and criminal conviction status when not
completing other assigned duties. The CHP 735 Clerk currently does not have access to any
court information through CCHRS or the TCIS. The source for verifying the court disposition
status is through the individual court or Court Officer. The CHP 735 Clerk will periodically call the
appropriate court to obtain the disposition of a case or rely on the information received from the
Area Court Officer. Although the CHP 735's are normally processed once the conviction status is
verified, no immediate or real time access is available to process the CHP 735's. Therefore, the .
CHP 735's are not always completed, reviewed and processed within the required ten day time

frame.

Action ltem #3 — Ensure the notes portion of the CHP 415 indicates billable DU! time and broken down
by specific billable activity when the CHP 415 includes more than one activity. In addition, the arrestees
name and case number shall be included on the CHP 415 in accordance with departmental policy, HPM

11.1, Chapter 20 (Question #13).

« The Area CHP 735 Clerk ensures ali time indicated on a submitted CHP 735 corresponds with
the attached CHP 415 for that incident. However, many of the CHP 415’s attached do not
indicate what billable activity is recorded on the CHP 735 as required. Some of the CHP 415's
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indicated billable activity time by highlighting the activity time corresponding with the CHP 735.
Although the billable hours are itemized on the CHP 735, many of the same hours are placed
under one block of time (ex: 5 hours = 202/555 - DUI TC) and are not easily recognizable and/or
verifiable. No additional information, regarding there activity is placed in the notes portion as

required.

» The majority of the investigating officers handling incidents requiring a CHP 735 correctly
categorize their activity between the CHP 415 and CHP 735. In addition, several of the officers
place the defendants name and case number on the CHP 415 as required. Most of the CHP
415's submitted with the CHP 735's, for additional officers on scene, do not contain the
defendant's name and have activity time documented as “Other Assists.” Although the total
number of hours on the CHP 735 corresponds to the attached CHP 415, the billable activity time
meeting the DUI Cost Recovery criteria is not itemized on the CHP 415. As a result, this creates
some confusion on the amount of time documented for DUI Cost Recovery for a specific incident

for the additional officers.

The Area Field Training Officers (FTO’s) attach their CHP 415'’s with the Trainee's for submission .
with the CHP 735 and the time is not itemized on the CHP 415. Instead, all time on the CHP 415
indicates FTO under the activity time, with no corresponding time to verify with the CHP 735.

.. Commander's Response: [ Concur or ] Do Not Concur (Do Not Concur shall document basis for response) B

See Corrective Action Plan/Timeline comments below.

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,

etc.)
None.
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Sgt. Michael Stefanoff, #14924

Date:

06/10/2009

Corrective Action Plan/Timeline

The Area will take immediate steps to improve upon its percentage of CHP 73
Management Section in the 10 business days
immediately prepared addressing proper proce

required by policy. Additionally,
dures for making 415 notations related to CHP 735's.

5's reaching Fiscal
briefing items will be

[J Employee would like to discuss this report with COMM@?}‘}%'GN TURE DATE

the reviewer, L-16-09

(See HPM 9.1, Chapter 8 for appeat procedures) e -

lw DATE
~ <8~

[] Reviewer discussed this report with REVIEWER'S SIGNATURE DATE

employee
™1 Concur {7] Do not concur
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STATE OF CALIFORNIA Command. Division: Number:
MEPARTMENT OF CALIFORNIA HIGHWAY PATROL 590 Central LA | Southern Chapter 8 X
.NSPECTION PROGRAM Evaluated by: Date:
CHAPTER 8 Justine Lam 6/10 /09
COMMAND REIMBURSABLE SERVICE Asslsted by: Date:
ks RVICES Ana Markey 6/10 /09

INSTRUCTIONS: Answer individual items with *Yes” or “No" answers, or fill in the blanks as indicated. Any "No" answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section.

Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command. Furthermore, the memorandum shal include any follow-up and/or correctlve action(s) taken. If this form is used as a Follow-up -
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead ector's Signature:
TYPE OF INSPECTION Inspector's Sig

X Division Level [J Command Level
[] Office of Inspections [J Voluntary Self-Inspection %/’(——
Follow-up Required: [] Follow-Up Inspection c""‘“‘?ﬁ" ohetiee; Date:
bYes [INo gy Lol G190

For applicable policies, refer to HPM 11.1, Chapter 6.

Gl /A

1. Prior to the perfo

contracting party informed of the rates charged for [INo | O N/A | Remarks:
services, departmental equipment usage, and
cancellation policy?

2. Does the billing rate include mileage and other

expenses such as uniform or equipment damage’? B Yes | [CINo [ [1N/A

3. When a safety service is provided to another state .
agency, is the agency's five-digit billing code I Yes | [CINo | [N/ | Remarks:
obtained?

4. s the billing code documented on the Reimbursable )
Services Billing Memorandum? XYes | [CONo | CINA Remarks:

5. Is $50 charged for each CHP uniformed empioyee )
assigned 1o the detail if the canceliation notification is K vyes | CINo | WA Remarks:
less than 24 hours prior to the scheduled service?

6. s a minimum payment of 4 hours overtime charged ]
when employee(s) could not be notified of the Yes | [No |[JN/A | Remarks:
canceflation of their service(s)?

7. Is information regarding the procedures to obtain
necessary right-of-way clearances or permits, local Yes | [JNo |[]N/A | Remarks:
requirements, and other pertinent information made
available to inquiring parties?

8. Are written requests for specific services directed to

the appropriate command? [ Yes | [INo | [CIN/A | Remarks:
9. Are traffic control services less than $50,000
approved by Division? ves | [OINo | CIN/A Remarks: .
10. Are traffic control services estimated to be $50,000 or
Remarks:; Of the documents

more approved by the Office of the Commissioner? [ yes | [INo NIA | Feeved. none were over §50,000

11. Are extraordinary protective services approved by the
Assistant Commissioner, Field? [] Yes

i Remarks: Of the documents
[:l No N/A reviewed, none were proteclive

services.
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contractual service(s)?

12. Is a Reimbursable Services Agreement (RSA) log
number requested from Division for every contract? | [ Yes | []No [N | Remarke:
13. Is a CHP 465 form completed in accordance with
policy? Clves | B No | CINA Remarks: Actien Item #1
14. Are advance payments collected from the contracting )
company prior to the start of the service? R ves | [ONo | [INA Remarks:
15. |s a CHP 251 prepared and mailed to the contracting )
company upon receipt of advance payments? B ves | (ONo | [JN/A Remarks:
16. Is a CHP 467 prepared and submitted to the Fiscal )
Management Section upon completion of the Yes | [INo | N/A | Remarks:

17.

Is a copy of the CHP 465 attached to the weekly
CHP 230, and if applicable, a CHP 1697

Yes

[ No

LINA

Remarks:

one of the contracting parties is a county, city, district,
or other local public body?

18. |s a CHP 466 maintained?

) E Yes EI No ] N/A Remarks:

19. Do RSA numbers begin with the letter "R" to denote ]
reimbursable services, followed by two digit fiscal Yes | [ONo | [IN/A | Remarks:
year, three dlgit location code, and a sequential
number for each agreement? -

20. Is the CHP 466 closed out at the end of each fiscal
year with a new log implemented on July 1 beginning Yes | [JNo | [N/ | Remarks:
with the sequential number 0017

21. Are all sequential numbers accounted for when -
reconciling with the Billing Memarandum? Yes | [ONo | [JN/A | Remarks:

22. Are sequential numbers not matching Bllling
Memorandums reconciled? K Yes | [INo | [JN/A | Remarks

23. |s the original RSA signed and filed at Area?

E Yes D No D N/A Remarks:

24, Does the command proceed with all RSA
arrangements, and If needed, ensure the requestor K ves | CINo | [CINA Ramarks:
has obtained the necessary right-of-way, clearances,
and permits?

25. |s the indemnification clause included in the Remarke: Noas of the documents )
agreement when requeSted? D Yes E! No N/A reviewed'required the inclusion of the

indemnificalion clause.

26. Is the inclusion of the indemnffication clause - Remarks: None of the documents
apgroved by the Department of General Services, OYes | [ONo N/A reviewed required the inclusion of the
Office of Legal Services? indernification clause.

27. If the service is aver $50,000 per occasion, is a Remarks: None of he docurments
g*e-ir’:ige?f lff:ﬁgared and submitted to Contract [Oyes | [ONo | XINA e owrad were over $50,000.

28. Is a copy of the resolution, order, motion, or Remarks: Thera are severaf existing”
ordinance of the lacal governing body obtained when Ovyes | OONo B NIA contracts in place with some

governmenlal agencies. If no
contract has been entered, lhen an
agreement (CHP465) is atlached
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29, Are dignitary protection services referred to the Office o
of Dignitary Protection? ves | [INo | [ NA | Remars:
30. Are CHP 312 forms, CHP 313 forms, and CHP 467 )
forms prepared when a statewide agreement is in ves | [ONo | [ NA Remarks:
effect?
31. When state agencies are requesting a statewide 5 )
agreement, are they referred to Enforcement ves | (O No | LINA emarks:

Services Division, Field Suppor ion

Is a CHP 230 prr ¥ he contracting party when

all reimbursable time has been reported to FMS for
billing purposes?

32, . :
fees are collected on the day of the training session? | [ Yes O No N/A E:;‘a;}r‘g;ﬁye%%‘;fﬁ: relring has
33 Are the original CHP 467 and contract agreement .
submitted to Fiscal Management Section (FMS) upon [JYes | ®No |[INA Remarks: Action ltem #2
completion of services (other than COZEEP,
MAZEEP, extraordinary protective services, and
special projects) within 5 days?
34, Are copies of CHP 467 forms forwarded to the next '
level of review? - Yes | [ONo |[JNA Remarks:
35, s the date when the Billing Memorandum was sent to _
~ FMS noted on the Reimbursable Services Control | Yes | CINo |LINA RemAt
" Log?
36. Is a copy of the command's Reimbursable Services . F
Control Log forwarded or e-mailed to the Division O Yes No | [JN/A | Rome ey agu,g::;r"s[fgﬂf?::a?ﬁ?m
Coordinator at the end of each month? email a copy of the CHP 466 (R#
Log)
37. s the Reimbursable Services Control Log verified )
with the copies of the Billing Memorandums to ensure ves | CINo | [In/a | Remarks:

38. Are outstanding items being inspected and resolved?

Is a copy of the CHP 467 an 465 submitted to

X Yes

Remarks!

39. )
FMS upon completion of extraordinary protective ClYes | CONo | BXINA Eg’gi’t‘f\fé s':?v?gé;ag;?'::n?ents were .
services? reviewed,
70, Is a reimbursable special project code obtained on
every contractual service? ves | [ONo | CIN/A Remarks:
41. Is the overtime report(s) for reimbursable special .
project(s) used to reconcile CHP 415 forms for each Yes | [(ONo |[CINA Ramarks;
special project?
42. Are the special project codes on the overtime )
report(s) verified to ensure the correct special project | B3 Yes | [1No [CIN/A | Remarks:
code has been used?
23 Are all corrections noted on the overtime report(s)? .
Remarks:
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R Yes | [INo [[JN/A

44. Are overtime reports approved and dated by the ]
commander after reconciling? X vYes | [INo |[JNA Remarks:

45. s the original overtime report(s) forwarded to FMS?

Yes | I No | []NA
48. Is a copylthaf the overtime report forwarded to Division L ——
by the 10™ of the month (except COZEEP/MAZEEP)? RvYes | CONo | CINA | Shicon by the 15" of each manth.
The due dale is delayed because the
overtime report does not get printed
by Headquarters unil the 9"
47. Are all COZEEP/MAZEEP reports forwarded to .
| Division by the 15" of the month? Xl Yes | [INo | [JN/A | Remarks:
48. Are all COZEEP/MAZEEP reports approved by )
Division and forwarded to FMS by the 30" of the KYes | [INo |1 NA | Remerks:
month?

49. Is a copy of the CHP 71 attached to the overtime s None inspected. In fh
report(s) when there are reimbursable nonuniformed | [ Yes CiNo | B NA | Remare: o e ormed fime i
personnel hours? involved, CHPT1 is altached to the

OT report.

50. |s an amendment of service agreement requested .
prior to the fund being depleted, and if necessary, Is K Yes | [JNo | [Jn/A | Remerks: .
the service discontinued?

51. Are all payments made directly to FMS? ves | Ovo | 1A Remarks: All checks made to CHP

52. Does the command require delinquent companies to | Hamarie: COMTERdaHo FoiEsve
pay outstanding invoices in full prior to providing any Clyes | [INo | BRINA | o from Headquarters =

regarding delinquent accounts,
Therefore commands cannot track
this information.
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INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the & Corrective Action Plan Included

Division Level [] Command Level | inspection: 3
X Attachments Included

[0 Executive Office Level

Forward to:
Southern Division
Due Date: 6/22/09

Follow-up Required:

[J No

X Yes
A

Inspector's Comments Regarding Innovative Practices:
None.

[ Command Suggestions for Statewide Improvement:
“None.

[ Inspector's Findings:

On June 10, 2009, Southern Division conducted an inspection on Central Los Angeles Area’s
reimbursable services. The review was done by inspecting 10% or a minimum of ten documents of the
Area’s reimbursable services for the period of May 1, 2008 to April 30, 2009 and assessing them for
compliance to Highway Patrol Manual (HPM) 11.1, Chapter 6. Due to discrepancies found in the first
ten documents reviewed, an additional ten documents were reviewed.

Central Los Angeles Area’s reimbursable services is handled by the Area Overtime Coordinator, Officer
Richard Langsdale as designated by the Area Standard Operating Procedures (SOP). Officer

Langsdale has assumed this position for one and a half years. Aside from Officer Langsdale, Charleen
Legohn, the Office Technician, is also assigned to process the paperwork for reimbursable services.

The Office Technician takes call requests, completes all the required CHP forms, maintains the CHP466
log, and acts as the back-up to the Overtime Coordinator. Charleen Legohn has performed these
reimbursable services duties for ten years. It was apparent during this inspection that Officer Langsdale
and Charleen Legohn had good knowledge of the policies and procedures relating to reimbursable .

- -=@rvices.
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After completion of the CHP 465 and 467, Charleen Legohn forwards the documents to the commander
for review and signature. .

ACTION ITEMS

Action ltem #1
Question 13: Is a CHP 465 form completed in accordance with policy?

e The first ten documents reviewed were found to be in compliance with policy.
« One out of the second batch of ten documents reviewed did not have the production company's

signature on the CHP 465 (see highlighted field in attachment 15).

Action Item #2
Question 33: Are the original CHP 467 and contract agreement submitted to Fiscal Management

Section (FMS) upon completion of services (other than COZEEP, MAZEEP, extraordinary protective
services, and special projects) within 5 days?

e Four out of the first ten documents reviewed did not get completed within the recommended five
day timeframe (see highlighted field in attachments 1, 2, 3, and 4).

Two out of the second set of documents reviewed did not get completed within the recommended
five day timeframe (see highlighted field in attachments 10 and 14).

Although the five day timeframe Is not a policy, it is recommended that the CHP 467 and CHP
465 be sent to Fiscal Management Section as expeditiously as possible.

Note: The following items were not part of the Chapter 8 checklist however the discrepancies below
were identified during the inspection:

o [t was identified that there were no billing documents (CHP 467, CHP 313, CHP312) completed
and sent to Financial Management Section (FMS) on all the reimbursable details for the Bureau
of Automotive Repair (BAR). Per Officer Langsdale, he was not aware that billing documents
were needed for this type of service and that all the BAR details did not have any billing

documents attached (see attachments 16 and 17).

On the COZEEP/MAZEEP reimbursable contracts, the mileage amount on the Daily Reports and _
the 415s did not match. Both documents need to be reviewed for consistency when reconciling in
order for FMS to bill correctly to CalTrans (see highlighted field in attachments 18, 19, and 20).

One out of the first ten documents reviewed was found to not have the counter receipt ( CHP251)
number written on the checks collected (see highlighted field in attachment 5). Four out of the
second batch of documents reviewed did not have the counter receipt number written on the
checks collected (see highlighted field in attachments 11, 12, 13 and 15). Per HPM11.1, Chapter
4, paragraph 8a.(6), the counter receipt number needs to be indicated on the check.
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o On the CHP465 form (#9 line item), the deposit collected should be indicated when a check was
collected by the Area. It was identified that four documents in the second batch of documents
reviewed had errors in this section of the CHP 465'’s (see highlighted field in attachments 8, 9, 11,

and 13).

On the CHP467, the check amount should only be entered in the “Deposit Collected” field when a
check is received by the Area. Two out of the first set of documents reviewed were found to have
indicated that a payment was collected when no check was received (see highlighted field in
attachments 6 and 7). The second batch of documents reviewed also had two documents with

the same error (see highlighted field in attachments 8 and 9).

One out of the first ten documents reviewed did not have a CHP representative signature on the
CHP 312-Safety Services Program Task Order (see highlighted field in attachment 4). The
second batch of documents reviewed did not have this error,

Two out of the first ten documents reviewed showed an error with the mileage figure on the CHP
467 (see highlighted field in attachments 1 and 4). One out of the second set of documents
reviewed also had a mileage error entered on the CHP 467 (see highlighted field in attachment

12).

[ Commander's Response: [K Concur or [] Do Not Concur (Do Not Concur shall document basis for response) |

The Area will address the items identified as Abtion ltems and make every effort to improve upon all
discrepancies noted.

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,

etc.)
None.
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Command: Division: Chapter:
590 Central LA | Southern 8

Date:
Ana Markey & Justine Lam 6/10 /09

Corrective Action Plan/Timeline

Increased focus and attention to detail will be stressed to the employees responsible for the

documentation, completion, and submission of all CHP forms associated with reimbursable services.
Additionally, each discrepancy noted in this inspection will be individually addressed to ensure clear
understanding and future compliance is achieved.

Reviewer discussed this report with
employee
| [J Concur [7]) Do not concur

] Employee would like to discuss this report with COMMC"fo_%GNATURE DATE
the reviewer, i 0(
(See HPM 9.1, Chapter 8 for appeal procedures.) MJAV (»0 ~I Q) -0 ﬁ
INSPECTOR'S SI& URE DATE
A’/‘ 6 ,./ 8 - 9?
REVIEWER'S SIGNATURE DATE
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STATE OF CALIFORNIA Command: Division: Number:
PFPARTMENT OF CALIFORNIA HIGHWAY PATROL Baldwin Park | Southern Eight (8)
SPECTION PROGRAM Evaluated by: Date:
CHAPTER 8 Sgt. Michael Stefanoff # 14924 | 06/02/2009
COMMAND DUI COST RECOVERY GESSEETE Date:

INSTRUCTIONS: Answer individual items with "Yes” or "No” answers, or fill in the blanks as indicated. Any "No" answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command, Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-
up Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:
TYPE OF INSPECTION p 9

X Division Level [] Command Level D
[] Office of Inspections [ Voluntary Self-Inspection P %

Follow-up Required: [ Follow-Up Inspection | Commangsfs Signature: /7. — fezy (| pate:

®: =
X Yes [ ]No BY: %/ ‘/y/‘;/.

For applicable policies, refer to HPM 11.1, Chapter 20. 1

Note: If a “No” or “N/A” box is checked, the “Remarks” section shall be utilized for explanation.

1. Does the command have sufficient procedures to
ensure that a CHP 735, Incident Response NYes | [JNo |[INA
Reimbursement Statement, is prepared for each
arrest that meets the cost recovery criteria?

Remarks:

2. What are these procedures?

This command has the Area Accident Investigation Officer verify that the Cost Recovery Criteria has been met
with an arrest for a violation of California Vehicle Code section 23152 or 23153. He/she also determines if the
arrested party caused a response to an incident and has a supporting Blood Alcohol Concentration Test (BAC

Test) with a result of .08% or greater, meeting the criteria for the CHP 735 “A” section. The officer may utilize the
conditions of the CHP 735 “B” section in the case of a BAC Test that returns under the .08%, a refusal to take the
BAC Test, or a chemical test that is for drugs only. The Accident Investigation Officer reviews the report and
ensures that a CHP 735 is attached when the criteria is met. The Accident Investigation Officer then forwards the
CHP 735 and the Accident Report to the Accident Report Review Officers for review. Once the Accident Report
has been reviewed, the report and the CHP 735 is forwarded to the Sergeant on duty for review of the Arrest
Report. The Arrest Report along with the CHP 735 is then forwarded to the Court Officer who files the case.
After complete review of the report, the Court Officer will separate the CHP 735 and forward the CHP 735 to the _
CHP 735 Officer. The CHP 735 Officer reviews the CHP 735 for its accuracy. The CHP 735 Officer utilizes the AIS
system to its full potential to track Incidents that require a CHP 735. If the CHP 735 is accurate, the CHP 735 is
forwarded to the Area Lieutenant for a signature. Once the CHP 735 is signed, the CHP 735 Officer forwards the

CHP 735 to Fiscal Management Section (FMS).

3. Does the command have a specific employee(s) '
assigned to process all CHP 735 forms? XK Yes | [JNo |[JN/A | Remarks:

4. Ifthe answer to question 3 of this checklist is yes, is
the responsibility of processing all CHP 735 forms X Yes | []No
listed in their job description or any other document?

Remarks: Baldwin Park Area S.0.P,
LIN/A Training Officer Section 2 (0)(p).
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5. Are all CHP 735 forms forwarded to Fiscal
Management Section (FMS) properly with completed
criteria in either Section A or Section B of the form?

X Yes

[ No

LI N/A

Remarks:

6. Does the command have a suspense system in place
to facilitate notification of a conviction involving cases
meeting the requirements of the Driving Under the
Influence (DUI) Cost Recovery Program? This would
involve cases where the following criteria applies:

s A Blood Alcohol Content (BAC) under .08%

* A chemical test is positive for drugs only

e There is no supporting BAC test of drug test (i.e.,
a refusal)

X Yes

I No

O N/A

Remarks:

7. Are CHP 735 forms completed based on the criteria
of Section A of the form being forwarded to FMS
within ten business days from one of the following
dates?
¢ The date of BAC results of =,08% were received

e The date of BAC results of =.04% were received
for a commercial driver

[] Yes

X No

CIN/A

Remarks:

See Action item # 1.

8. Are CHP 735 forms completed based on the criteria
of Section B of the form being forwarded to FMS
within ten business days from being notified of a
conviction of California Vehicle Sections 23152 or
23183, or greater offence as a result of one of the
following?

» The person arrested refused to provide a
chemical test
* The arrest was for drugs only

¢ A BAC of <,08% was obtained

] Yes

X No

[ N/A

Remarks:

See Action Iltem # 2.

9. Isthe ltemized Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual
11.1, Administrative Procedures Manual, and
includes hours for all employees assigned to the
incident?

Yes

I No

LI N/A

Remarks:

10. If the person arrested is transient, is the case being
entered into the CHP 735A, Case Log-DU| Cost
Recovery Program, without forwarding the CHP 735
to FMS?

] Yes

I No

X N/A

Remarks:

None Inspected.

11. Are staff hours involved in the incident recorded on
the CHP 735 to the nearest ten minutes?

X Yes

] No

L1 N/A

Remarks:

12. Do the total number of staff hours charged on the
CHP 735 agree with the appropriate CHP 415, Daily
Field Record?

Yes

1 No

CIN/A

Remarks:
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13. Does the Notes portion of the CHP 415 indicate the
billable DUI time when the CHP 415 includes more CdYes | XINo | [ONA zs;“:’ckg;n el
than one activity? '
14. Are the staff hours incurred by members of the
Department for the following activities associated with | [X] Yes | [[]No | [ N/A Remarks:
an incident meeting the criteria for DUI cost recovery
included in the CHP 7357
e Response Time
¢ On-Scene Investigation
o Follow-up Investigation
* Report Writing
e Vehicle Storage
e Call Back
o Field Sobriety Testing
e Transportation
= Booking
e Chemical Testing
s Traffic Control
15. Are the staff hours for officers-in-charge, sergeants,
lieutenants, or captains listed on the CHP 735 for K Yes | [INo | [JNI/A | Remarks:
time spent performing the activities listed in question
12 of this checklist and not exclusively supervisory
tasks?
16. Is the current hourly rate for reimbursement, sent out
to all commands via Comm-Net from FMS, being Yes | (ONo | [JN/A | Remarks:
used?
17. Is a copy of the CHP 735 being retained at the
command and filed? X Yes | [ONo | [IN/A | Remarks:
18. Is the command utilizing the, optional, CHP 735A to
track cases qualifying for the DUI Cost Recovery K Yes | [ONo | [JN/A | Remarks:
Program?
19. Inthe absence of a CHP 735A, how is the command tracking the DUI Cost Recovery Program?
The CHP 735 Officer utilizes the CHP 735A log to track the CHP 735’s.
20. Are commands using a case monitoring system to

track cases qualifying for the DUI Cost Recovery
Program including the following information in the
monitoring system?

+ Defendant Information

Violation Information

Court Information

FMS Information

BAC test results

X Yes

I No

LI N/A

Remarks:
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21.

Are cases not resulting in a conviction within 12
months after submission to the District Attorney
closed out after court verification of case status?

] Yes

X No

LI NIA

Remarks:
See Action item # 4.

22

Do closed out cases on the monitoring system have

a line drawn through the Conviction Date and Date to
FMS as well as the reason the case was closed and

date of last follow-up check?

X Yes

(I No

L1 N/A

Remarks:

23.

Are refunds or overpayments, as a result of
erroneous charges, in an amount of = $5.00 being
processed by the Department?

[] Yes

] No

X N/A

Remarks:
Processed by FMS.

24.

|s the command reviewing the quarterly reports sent
by FMS related to the submission of CHP 735 forms
and case status identifying any deficiencies in the
submission and accountability of the DUI Cost
Recovery Program?

X Yes

(] No

CIN/A

Remarks:

Question 25 pertains to Fiscal Management Section.

25.

Is FMS reviewing the CHP 735 forms for
completeness of information and returning deficient
forms to the issuing command for corrections?

X Yes

[INo

L1 N/A

Remarks: All returned CHP 735's
for corrections are reviewed by the
CHP 735 Officer.
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DEPARTMENTT OF CALIFORNIA HIGHWAY PATROL S ampes Division: Chapler:

COMMAND INSPECTION PROGRAM  {Baldwin Park | Southern __ Sight (6)

EXCEPTIONS DOCUMENT | Sgt. Michael Stefanoff, #14924 | 06/1/2009
age 1 of 5

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the X Corrective Action Plan Included
I Division Level [] Command Level | Inspection:
. . X Attachments Included
[J Executive Office Level Ten (10) hours
Follow-up Required: Forward to:

Southern Division

[1No Due Date: 06/22/09

Inspector's Comments Regarding Innovative Practices:

The Area CHP 735 Officer has an exceptional understanding of the AlS regarding:its: functions and
capabilities. The Area utilizes the AlS system to log in Traffic Collisions, Arrests, B.A.C. information as
well as information regarding CHP 735 (Fiscal Management dates). By adequately. utilizing this system

enter and store valuable information regarding these incidents, there is no duplication of information,
nus eliminating the potential for errors. In addition, by utilizing the AIS system, the CHP 735A Case Log
is automatically generated by the arrest date, which creates an accurate, up to date;suspense and
tracking system. Although some fields are not automatically generated on the CHP. 735A, The CHP 735
Officer prints out an updated log monthly, which allows the Area to track, monitor and accurately

account for all CHP 735’s completed for the Area.

[ Command Suggestions for Statewide Improvement: |

The Area recommends that the Misdemeanor or Felony number generated from AlS be included in the
notes section of the CHP 415 instead of the case number as indicated in HPM 11.1 Chapter 20. The
case number is not generally known to officers prior to submitting the completed CHP 735 package.
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EXCEPTIONS DOCUMENT Sgt. Michael Stefanoff, #14924 | 06/1/2009
age 2 of 5

[ Inspector’s Findings:

On June 1, 2009, the Southern Division Inspection Team conducted an inspection of the Baldwin Park
Area. The scope of the inspection included the Driving Under the Influence Cost Recovery Program
(CHP 735). The inspection was conducted in accordance with the Command Inspections Manual,
Highway Patrol Manual 22.1 (HPM), Chapter 8. Ten percent (32 documents) of the Area’s CHP 735’s
for the previous twelve months were inspected. In addition, the Case Log —~ DUI Cost Recovery
Program (CHP 735A), generated by Area Information System (AIS), was utilized to verify the tracking

and processing of the CHP 735's.

The CHP 735 program is coordinated and processed by the Area Evidence/Training Officer as
deS|gnated by Area Standard Operating Procedures (S.0.P.). Officer M. Vice, #12134, assumed the
position in July 2003. In addition to regularly assigned duties, the CHP 735 Officer has a solid
understanding of the requirements of HPM 11.1, Chapter 20, and is extremely organized with paperwork
files. The CHP 735 Officer is well informed of the Area Information System (AIS) and all of its
capabilities, including the ability to generate a CHP 735 A — Case Log (DUl Cost Recovery). The on-
duty sergeant will complete the initial review of the submitted CHP 735 and attached CHP 415's. The
Aocuments dre forwarded to the CHP 735 Officer, who completes an additional review, before sending’it
the Administrative Lieutenant. Currently, the Administrative Lieutenant is the final level of review for
submitted CHP 735’s and signs for the Area commander, before forwarding to Fiscal Management

Section (FMS). "

The Baldwin Park Administrative Sergeant assumed the position in April 2006. The Administrative
Sergeant supervises the CHP 735 Officer. All on-duty supervisors/sergeants are responsible for the
review of CHP 735's submitted, to ensure completeness and accuracy. The Administrative Sergeant
also processes, through the CHP 735 Officer, the CHP 735 quarterly reports and disputed claims at the

requests of Fiscal Management Section (FMS).

The Baldwin Park Area Commander assumed the position in August 2007. It is apparent that the Area
commander has taken an active role in the management and importance of the Area’s DUI Cost
Recovery Program based upon the levels of review and accuracy of the CHP 735 documents submitted.

ACTION ITEMS

Action Item #1 — Ensure all CHP 735’s are processed and forwarded to Fiscal Management Section
within ten (10) business days of the established criteria (CHP 735 — Section A), in accordance with
departmental policy, HPM 11.1, Chapter 20 (Question #7).

+ It was determined that the processing of several CHP 735’s are being delayed based upon times
associated with report completion, supervisory and accident investigation review. As a result the
ten day requirement is not always met on B.A.C. results received the day of arrest (Breath).
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>age 3 of 5

Action ltem #2 — Ensure all CHP 735's are processed and forwarded to Fiscal Management Section

within ten (10) business days of the established criteria (CHP 735 — Section B), in accordance with
departmental policy, HPM 11.1, Chapter 20 (Question #8).

The CHP 735 Officer monitors the suspense file and criminal conviction status when not
completing other assigned duties. The CHP 735 Officer currently only has access to court
information through CCHRS or the TCIS, at the actual court location, in order to verify the
conviction status on suspended CHP 735’s. Some delay is caused by the information received
from the court and delayed entry into the CCHRS system. This delay can be up to a couple of
months from the actual conviction date in some cases. In addition, with no immediate access to
the TCIS system at the Area, this causes additional delays in regards to obtaining the court
disposition status. Although the CHP 735's are normally processed once the conviction status is
verified, no immediate or real time access is available to process the CHP 735's. Therefore, the
CHP 735's are not always completed, reviewed and processed within the required ten day time

frame.

Action ltem #3 — Ensure the notes portion of the CHP 415 indicates billable ‘DUl time and broken down

by specific billable activity when the CHP 415 includes more than one activity. In addition, the arrestees
name and case number shall be included on thé CHP 415 in accordance with departmental policy, HPM

1.1, Chapter 20 (Question #13).

It is the responsibility of the reviewing Lieutenant, on-duty Sergeant and CHP 735 Officer to
ensure all time indicated on a submitted CHP 735 corresponds with an attached CHP 415 for that
incident. The majority of the CHP 415's indicate billable activity time by highlighting the time to
correspond with the CHP 735, however no additional information is placed in the notes portion as

required.

The majority of the officers handling incidents requiring a CHP 735 correctly categorize their
activity between the CHP 415 and CHP 735. In addition, the majority of the officer's also place.
the defendants name on the CHP 415 as required. However, several of the CHP 415's submitted
with the CHP 735’s, for additional officers on scene, do not contain the defendant's name and
have their activity time documented as "Other Assists.” Although the total number of hours on the
CHP 735 corresponds to the attached CHP 415, the billable activity time meeting the DUI Cost
Recovery criteria, is not itemized on the CHP 415. As a result, this creates some confusion on
the amount of time documented for DUI Cost Recovery for a specific incident for the additional

officers.

Action Item #4 — Ensure cases not resulting in a conviction within 12 months after submission to the

District Attorney are closed out after court verification of case status, in accordance with departmental
nolicy, HPM 11.1, Chapter 20 (Question #21).

CHP 6B0A (Rev 02-09) OP1010



ggéli?&é;r\j\#'g?gmmmmHIGHWAYPATROL COmmans: | Division: Chaples

COMMAND INSPECTION PROGRAM [ Baldwin Park___| Soutnern__{ Eight (6)

EXCEPTIONS DOCUMENT Sgt. Michael Stefanoff, #14924 | 06/1/2009
age 4 of 5

It was determined that CHP 735's pending convictions are placed in a suspense file. All CHP
735’s pending disposition are placed in this file, including those beyond the 12 month processing
time frame. Currently the CHP 735 Officer does not close out cases beyond the 12 month
requirement if a warrant is issued and a conviction is obtained at a later date.

Although some CHP 735’s, beyond the 12 month processing time frame, were still located in the
suspense file, those cases that were rejected by the District Attorney’s office or not filed were

properly closed out. The closed out cases were indicated by stamping REJECT or writing “plea
to a lesser charge” on both the CHP 735 and CHP 735A and not processing them through FMS.
All closed out cases, including those beyond the 12 month time frame should be processed in a

similar manner to avoid inadvertent processing through FMS.

[ Commander's Response: [X] Concur or [[] Do Not Concur (Do Not Concur shall document basis for response) |

The action items above have been immediately addressed by the command by providing updated
briefing items and training to officers and sergeants. More specific information on each action item is .

listed in "Corrective Action Plan/Timeline" section.

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,

eic.)
None.
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‘Requiired /Action:

Corrective Action Plan/Timeline

Action Item #1:
Sergeants will be immediately briefed to have officers complete DUI collision/735’s prior to leaving their

shift when going on vacation or extended days off. The importance of completing DUI collisions and
CHP 735's in a timely manner will be briefed to the officers and sergeants. The A.l. review officer and
Court Officer will be briefed that review of 735’s will take precedence over items that are non-time

sensitive.

Action Item #2:
The Area is currently working with the Courts to obtain TCIS information here at the Area. By having

access to this program will give our CHP 735 officer direct access to conviction status which will
enhance our turn-around time on CHP 735’s pertaining to the “B” section. Until such time the CHP 735
officer will regularly check suspended CHP 735’s in the AIS system.

Action ltem #3:
The Area will address this issue by completing a briefing item addressing this issue. Officer Matt Vice

(CHP 735 Officer) will provide training to the officers at the next Area training day. The review process
1 CHP 735's will be tightened up to watch for these issues.

Action ltem #4:
Since the inspection Officer Vice is closely monitoring the CHP 735 suspense file. He is also closing out

cases that are beyond the 12 month suspense requirement.

7
[J Employee would like to discuss this report with COMMANDER'S SIGNATURE / 3 DATE
the reviewer. / /;/ & / . / / /) oy
(See HPM 9.1, Chapter 8 for appeal procedures.) o A i A i
JINSPECTOR'S SIGNATURE 77/ DATE )
< oot
[C] Reviewer discussed this report with REVEWER'S SIGNATUR DATE
employee C 2l
[ZConcur ] Do not concur C N\ o (a L -7
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STATE OF CALIFORNIA Command: Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Baldwin Park Southern Eight (8)
NSPECTION PROGRAM Evaluated by: Date:
CHAPTER 8 Officer Ana Markey #17290 06/01/2009
COMMAND REIMBURSABLE SERVICES Assisted by: Date:

Justine Lam 06/01/2009 |

INSTRUCTIONS: Answer individual items with “Yes" or "No” answers, or fill in the blanks as indicated. Any "No" answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks"” section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command. Furthermore, the memorandum shall include any fotlow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Fallow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

e speclor's Signature:
TYPE OF INSPECTION Lead Insp g

X Division Level [ L] Command Level . =
(] Office of Inspections [] Voluntary Self-Inspection _,-—W
Follow-up Required: (] Follow-Up Inspection Commahders Signatre fé__ i 2"’“":
X Yes [ ] No - y /‘ 5 : ra( /f/o}"
f =

For applicable policies, refer to HPM 11.1, Chapter 6.

R - Sked et RermaTks sacton/shalBe ItZEaHare iTFxf '
1. Prior to the performance of services, is the
contracting party informed of the rates charged Yes | [ONo |[[JN/A | Remarks:
for services, departmental equipment usage, and
cancellation policy?
2. Does the billing rate include mileage and other

expenses such as uniform or equipment Yes | [JNo |[JN/A | Remarks:
damage?
3. When a safety service is provided to another .
state agency, is the agency's five-digit billing Yes | [(ONo |[IN/A | Remarks:
code obtained?
4. s the billing code documented on the
Reimbursable Services Billing Memorandum? Yes | [JNo |[]N/A | Remarks:
5. s $50 charged for each CHP uniformed
employee assigned to the detail if the ®Yes | [INo |[JN/A | Remarks:

cancellation notification is less than 24 hours
prior to the scheduled service?

6. Is a minimum payment of 4 hours overtime
charged when employee(s) could not be notified Yes | [JNo |[JN/A | Remarks: -
of the cancellation of their service(s)?

7. s information regarding the procedures to obtain
necessary right-of-way clearances or permits, Yes | [ONo |[JN/A | Remarks:
local requirements, and other pertinent
information made available to inquiring parties?

8. Are written requests for specific services directed

to the appropriate command? Yes | [JNo | [JN/A | Remarks:
9. Are traffic control services less than $50,000 B N ——
PRy emarks: e do ne reviewe
approved by Division? Cyes | OONo | BRINA | F 0 e aver 450,000 !
10. Are traffic control services estimated to be '
Remarks: Of the documents reviewed

$50,00.0 or more approved by the Office of the [OJvYes | [ONo N/A | [one were over $50.000,
Commissioner? — e
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11. Are extraordinary protective services approved
by the Assistant Commissioner, Field?

[] Yes

1 No

X N/A

Remarks: Of the documents
reviewed, none were protective
services. N

12. Is a Reimbursable Services Agreement (RSA)

log number requested from Division for every Yes | [ONo | [JN/A | Remarks:
contract?
13. Is a CHP 465 form completed in accordance with
policy? Yes | [ONo | [JN/A | Remarks:
14. Are advance payments collected from the
contracting company prior to the start of the Yes | [ONo | [JN/A | Remarks:
service?
15. Is a CHP 251 prepared and malled to the
contracting company upon receipt of advance Yes | [ONo |[JN/A | Remarks:
payments?
16. [s a CHP 487 prepared and submitted to the
Fiscal Management Section upon completion of Yes | [INo | [JN/A | Remarks:
the contractual service(s)?
17. Is a copy of the CHP 465 attached to the weekly
Remarks: -

CHP 230, and if applica
{0}

le, 8 CHP 1697
3 'a -n% ?i{‘r":]'o

] Yes

[] No

] No

Remarks: See action item #1

19. Do RSA numbers begin with the letter "R" to

denote reimbursable services, followed by two Yes | [JNo | [JN/A | Remarks:
digit fiscal year, three digit location code, and a
sequential number for each agreement?

20. Is the CHP 466 closed out at the end of each o .
fiscal year with a new log implemented on July 1 | [] Yes No: | [JNa. | Remarks: See action item #1
beginning with the sequential number 0017

21. Are all sequential numbers accounted for when o
reconciling with the Billing Memorandum? [] Yes No: | [JN/A | Remarks: See action itom #1

22. Are sequential numbers not matching Billing ]
Memorandums reconciled? [ Yes | (ANo | []N/A | Remarks: Seeaction#1

23. Is the original RSA signed and filed at Area?

Yes | [INo [ [JN/A | Remarks:

24, Does the command proceed with all RSA .
arrangements, and if needed, ensure the Yes | (I No | [JN/A | Remarks:
requestor has obtained the necessary right-of-
way, clearances, and permits?

25. Is the indemnification clause included in the
agreement when requested? Yes | [JNo [ [JN/A | Remarks:

26. s the inclusion of the indemnification clause
approved by the Department of General Yes | [JNo |[JN/A | Remarks:

Services, Office of Legal Services?

27, If the service is over $50,000 per occasion, is a T

CHP 78R prepared and submitted to Contract ClYes | CINo [ BXIN/A [ 0 vere aver Scollo
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COMMAND REIMBURSABLE SERVICES
Services Unit?
28. Is a copy of the resolution, order, motion, or
ordinance of the local governing body obtained B Yes | [INo | [CJN/A | Remarks:
when one of the contracting parties is a county,
city, district, or other local public body?
29. Are dignitary protection services referred to the
Office of Dignitary Protection? [ Yes | [INo | [JN/A | Remarks:
30. Are CHP 312 forms, CHP 313 forms, and CHP
467 forms prepared when a statewide agreement | [ Yes | [JNo | CJN/A Rermarks:
is in effect?
31. When state agencies are requesting a statewide
agreement, are they referred to Enforcement & Yes | CONo | [JN/A | Remarks:

: . Is a CHP 230 prepared by the contractlng party .

Serwces DIVISIOI’I Field Support Sectlon’? .

Is a copy of the CHP 467 and CHP 465

\;/:Szr;of:ss are collected on the day of the training | [J Yes | [ONo | BIN/A | FoF rovided by the Area.

33. Are the original CHP 467 and contract
agreement submitted to Fiscal Management Yes | [INo | [JN/A | Remarks:

Section (FMS) upon completion of services
(other than COZEEP, MAZEEP,.extraordinary
protective services, and special projects) within §
days?

34. Are copies of CHP 467 forms forwarded to the
next leve! of review? Yes | [INo | [ N/A | Remarks:

35. |Is the date when the Billing Memorandum was
sent to FMS noted on the Reimbursable Services Yes | [ONo | [ N/A | Remarks:

Control Log?

36. Is a copy of the command’s Reimbursable o
Services Control Log forwarded or e-mailed to [ Yes No | [JN/A | Remarks: See action item #1
the Division Coordinator at the end of each
month?

37. Is the Reimbursable Services Control Log _
verified with the copies of the Billing Yes | [INo |[JN/A | Remarks:
Memorandums to ensure all reimbursable time
has been reported to FMS for billing purposes?

38. Are outstanding items being inspected and
resolved'? X Yes [JNo | [N/ | Remarks:

CarE ran.-e ; e
ok

39.
submitted to FMS upon completion of ClYes | [ No N/A SZFSafekf};v?e”J,"nffﬁi SVC;(;;"B?&SCR?
extraordinary protective services? services.
40. Is areimbursable special project code obtained
on every contractual service? X Yes | [INo | [JN/a | Remarks:
41. s the overtime report(s) for reimbursable special
project(s) used to reconcile CHP 415 forms for K Yes | [ONo |[JNia | Remarks:

each special project?

CHP 680U (Rev. 02-09) OP1 010
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CHAPTER 8
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42. Are the special project codes on the overtime
report(s) verified to ensure the correct special Yes | [INo |[JN/A | Remarks:
project code has been used?
43. Are all corrections noted on the overtime
report(s)? Yes | [JNo | [JN/a | Remarks:
44. Are overtime reports approved and dated by the .
commander after reconciling? D Yes | [ONo |[IN/A E}?t”;;”é%rmzsned;erﬁ;’gtessgﬁesf”ed
Officer Carmody
45. Is the original overtime report(s) forwarded to
FMS? Yes | [JNo | [JN/A | Remarks:
. ga c.:opybOft;hefo\(hertli:The reportthf(zrvvard?d . lg Y N CIN/A Remarks: Per policy Southern
ivision by the of the month (excep es ) e
COZEEP/MAZEEP)? e 157 of the month o
47. Are all COZEEP/MAZEEP reports forwarded to
Division by the 15" of the month? Yes | [INo | [JN/A | Remarks:
48. Are all COZEEP/MAZEEP reports approved by
Division and forwarded to FMS by the 30" of the Yes | [(ONo | [JN/A | Remarks:
month? )
49. Is a copy of the CHP 71 attached to the overtime .
report(s) when there are reimbursable X Yes | [JNo | [IN/A Efgggsinﬁﬁ?ﬁé?gﬁﬁggegﬁlg itshe rare
nonuniformed personnel hours? involved the CHP 71 is attached to
the O/T report.
50. Is an amendment of service agreement
requested prior to the fund being depleted, and if Yes | [(ONo | [CJN/A | Remarks:
necessary, is the service discontinued?
51. Are all payments made directly to FMS?
Yes D No D N/A Remarks: s
52. Does the command require delinquent - B erm R EIETTATAE dBGHFEEaie
companies to pay outstanding invoices in full [ves | LINo | DXIN/A | o o from Headquarters

prior to providing any future services?

regarding delinquent accounts.
Therefore commands cannot track
this inforrmation.
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EXCEPTIONS DOCUMENT Officer Ana Markey 06/01/2009

“age 1 of 3

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innavative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the ‘ Corrective Action Plan Included
inspection:

X Division Level [] Command Level
X Attachments Included

[] Executive Office Level Eighteen (18) Hours
- Forward to:
Follow-up Required: Southern Division
Due Date:

X Yes I No

06/22/2009

Inspector's Comments Regarding Innovative Practices:
None.

| Command Suggestions for Statewide Improvement:

~Aone.

Inspector’s Findings:

On June 01, 2009, the Southern Division Inspection Team conducted an inspection of the Baldwin Park Area.

The scope of the inspection included the Command Reimbursable Services. The inspection was conducted in

accordance with the Administrative Procedures Manual, Highway Patrol Manual 11.1 (HPM), Chapter 6. Ten
percent (13 documents) of the Area’s Reimbursable Services documents for the previous 12 months were

inspected.

Baldwin Park’s reimbursable services is handled by the Area Overtime Coordinator, Officer A.J. Carmody as
indicated in the Area Standard Operating Procedures (SOP). Officer Carmody has assumed this position for
approximately 7 years. It was apparent during this inspection that Officer Carmody had good knowledge of the _

policies and procedures relating to reimbursable services.

After completion of the CHP 465 and 467, Officer Carmody forwards the documents to the Commander for
review and signature.
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COMMAND INSPECTION PROGRAM Ll 2 2,
EXCEPTIONS DOCUMENT Officer Ana Markey 06/01/2009
Page 2 of 3

ACTION ITEMS

Action Item #1

Question 18: Is a CHP466 maintained?

Question 20: |s the CHP466 closed out at the end of each fiscal year with a new log impiemented on
July 1 beginning with the sequential number 0017

Question 21: Are all sequential numbers accounted for when reconciling with the Billing
Memorandum?

Question 22: Are sequential numbers not matching Billing Memorandums reconciled?

Question 36: Is a copy of the command’s Reimbursable Services Control Log forwarded or emailed to
the Division Coordinator at the end of each month?

 The log was neither reconciled nor forwarded to Southern Division as there was no CHP 466
(R# Log) maintained by the Area.

Notes: The following item was not a part of the Chapter 8 checklist however the discrepancies below were
identified during the inspection. :

The counter receipt number (on form CHP251) and the R# assigned to the detail were not written on the checks
collected. Per HPM 11.1, Chapter 4, paragraph 8a. (6). the counter receipt number needs to be indicated on the
check. See attached documents.

On the CHP 465 (Reimbursable Services Agreement Contract) there is a designated area for the Commander’s
signature. If the Area Commander is not available to sign the document, it is recommended the contract be

signed by a Lieutenant or Sergeant.
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STATE OF CALIFORNIA . :
Command: Division; Chapter:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL . :
Baldwin Park | Southern Eight (8) l

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

"age 3 of 3.

Inspected by: Date:
Officer Ana Markey 06/01/2009

| Commander's Response: [ Concur or [] Do Not Concur (Do Not Coneur shall document basis for response) |
The Area concurs with the Action Item'’s listed above and will take immediate action to correct the items.
Please see below (Corrective Action Plan/Timeline) for Area corrective actions.

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)
None.

T L RIS G e A 6 e i
T P e R

VS s et AR R S e

R BT eAAGO A R

Corrective Action Plan/Timeline
Action ltem #1: Officer Carmody has been briefed on the findings and will now use the CHP 466 log and
keep it up to date as we receive new Reimbursable Contracts. The Area will also reconcile the log on a
~uarterly basis and close out the log at the end of each fiscal year. Both the reconciliation of the log and
2 closing out of the log has been set up in the Area suspense system. This log will be sent to Division

at the end of each month.

The two items in the “notes” section have been discussed with Officer Carmody and the Office Services
Supervisor who will ensure the R# and counter receipt number are written on all checks collected by the
Area. They have also been briefed and will ensure the CHP 465 is forwarded to the Area Commander

or designee for signature.

In order to ensure conformance with these policies the Administrative Sergeant has also been briefed on
these additions and will monitor the completion of Reimbursable Services. -

VA
] Employee would like to discuss this report with COMM RS SIGNATURE /é—,,. DATE ;
the reviewer. Vi | /%}}
(See HPM 9.1, Chapter 8 for appeal procedures.) - AELL /
WSPECTORSSIGNATURE v DATE

. ot '
S A — L 137608
[_] Reviewer discussed this report with RE |‘EW\ER'S SIGNATURE DATE
YA S e
. _"Concur 1 Do not concur ' |

| VA
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM Antelope Valiey | Southern Eight (8)

Inspected by: . Date:

EXCEPTIONS DOCUMENT Sgt. Michael Stefanoff, #14924 05/26/2009
age 1of5

Command: Division: Chapter:

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the Corrective Action Plan Included
[<] Division Level [[] Command Level Inspection:
. X Attachments Included
[J Executive Office Level Eleven (11) hours
B Forward to:

Foliow-up Required:

X Yes ] No

Southern Division

Due Date: 06/22/09

pection: Ei

Inspector's Comments Regarding Innovative Practices:

The Area CHP 735 Officer has an exceptional understanding of the AlS regarding its functions and
capabilities. The Area utilizes the AlS system to log in Traffic Collisions, Arrests, B.A.C. information as
well as information regarding CHP 735 (Fiscal Management dates). By adequately utilizing this systern

. enter and store valuable information regarding these incidents, there is no duplication of information,
«1us eliminating the potential for errors. In addition, by utilizing the AIS system, the CHP 735A Case Log
is automatically generated by the arrest date, which creates an accurate, up to date, suspense and
tracking system.

[ Command Suggestions for Statewide Improvement:

None.
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DEPARMENT OF GALIFORNIA HIGHWAY PATROL O EISICD: Chaptar.
COMMAND INSPECTION PROGRAM | Antelope Valley | Southern L Eight (©)
EXCEPTIONS DOCUMENT Sgt. Michae! Stefanoff, #14924 05/26/2009
age 2 of 5
[ Inspector's Findings: |

On May 26, 2009, the Southern Division Inspection Team conducted an inspection of the Anteiope
Valley Area. The scope of the inspection included the Driving Under the Influence Cost Recovery
Program (CHP 735). The inspection was conducted in accordance with the Command Inspections
Manual, Highway Patrol Manual 22.1 (HPM), Chapter 8. Ten percent (19 documents) of the Area’s CHP
735's for the previous twelve months were inspected. In addition, the Case Log — DUI Cost Recovery
Program (CHP 735A), generated by Area Information System (AIS), was utilized to verify the tracking
and processing of the CHP 735's.

The CHP 735 program is coordinated and processed by one of the Area Special Duty Officers (Al review
and Evidence) as designated by Area Standard Operating Procedures (S.0.P.). Officer K. Wheeler,
#15021, assumed the position in June 2007. In addition to regularly assigned duties (Al review,
Evidence, etc.), the CHP 735 Officer has a good understanding of the requirements of HPM 11.1, -
Chapter 20, and is well organized with paperwork files. The CHP 735 Officer is well infformed of the
Area Information System (AlS) and all of its capabilities. Currently, the on-duty sergeant completes a
review of the submitted CHP 735's and forwards them to the CHP 735 Officer. The CHP 735 Officer
processes the submitted CHP 735's and signs for the Area Commander prior to processing to Fiscal
Management Section (FMS). The CHP 735 Officer does not complete an additional review of submitted
AHP 735's and relies strictly on the review by the on-duty sergeant. The CHP 735 Officer completes the
view of only disputed claims at the requests of Fiscal Management Section (FMS).

The Antelope Valley Administrative Sergeant assumed the position in August 2008. The Administrative
Sergeant supervises the CHP 735 Officer. All on-duty supervisors/sergeants are responsible for the
review of CHP 735's submitted, to ensure completeness and accuracy (Briefing ltem - February 2009).

The Antelope Valley Area Commander assumed the position in May 2008. It is apparent that the Area
Commander has taken an active role in the management and importance of the Area’s DUI Cost
Recovery Program. The Area Commander currently relies upon the Area’s Sergeants for submission

and review of submitted CHP 735'’s.

ACTION ITEMS

Action Item #1 — Ensure all CHP 735's are processed and forwarded to Fiscal Management Section
within ten (10) business days of the established criteria (CHP 735 - Section A), in accordance with

departmental policy, HPM 11.1, Chapter 20 (Question #7).

It was determined that the processing of several CHP 735’s are being delayed based upon times
associated with report completion and supervisory review. Once the review is complete, the
entire report and CHP 735 documentation is forwarded to the CHP 735 Officer for processing.
The timeliness of submission of reports, CHP 735’s and the sergeant's review causes a delay,
therefore the ten day requirement is not always met on B.A.C. results received the day of arrest

(Breath).
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DLPARMENT OF CALIFORNIA HIGHWAY PATROL ponE0g: DS Shapir:
COMMAND INSPEGTION PROGRAM | Antelope Valley | Southem | 0Nt ®)
EXCEPTIONS DOCUMENT Sgt. Michael Stefanoff, #14924 | 05/26/2009

age 30of5 )

e The majority of the CHP 735's not processed within the required ten day time frame were
completed while the designated CHP 735 Officer was off or on vacation. The responsibility of
processing CHP 735’s are placed upon another officer during this time.

Action Item #2 ~ Ensure all CHP 735’s are processed and forwarded to Fiscal Management Section
within ten (10) business days of the established criteria (CHP 735 — Section B), in accordance with
departmental policy, HPM 11.1, Chapter 20 (Question #8).

o The CHP 735 Officer monitors the suspense file and criminal conviction status when not
completing other assigned duties. The CHP 735 Officer currently only has access to court
information through the CCHRS system to verify the conviction status on suspended CHP 735's.
Although the CHP 735's are normally processed once the conviction status is verified, there is a
delay caused by the information received from the court and delayed entry into the CCHRS
system. This delay canbe uptoa couple of months from the actual conviction date in some
cases. Currently there is no immediate or real time access available to check conviction status
on the CHP 735’s. Therefore, the CHP 735’s are not always completed, reviewed and processed

within the required ten day time frame.

Action ltem #3 — Ensure the notes portion of the CHP 415 indicates billable DUI time and is broken
down by specific billable activity when the CHP 415 includes more than one activity. In addition, the .
arrestees name and case number shall be included on the CHP 415 in accordance with departmental

policy, HPM 11.1, Chapter 20 (Question #13).

« It is the responsibility of the on-duty Sergeant to ensure all time indicated on a submitted CHP
735 corresponds with an attached CHP 415 for that incident. The CHP 415's indicate billable
activity time by highlighting the time to correspond with the CHP 735, however no additional
information is placed in the notes portion. Although several of the billable hours are itemized on
the CHP 735, many of the same hours are placed under one block of time (ex: 3 hours = DUI TC).
on the CHP 415 and are not easily recognizable and/or verifiable.

« Several of the CHP 415's submitted with the CHP 735’s contain activity time as “Other Assists.”
Although the total number of hours on the CHP 735 corresponds to the attached CHP 415, the
billable activity time meeting the DUI Cost Recovery criteria is not itemized on the CHP 415. As a
result, this creates confusion on the amount of time claimed on a DUI Cost Recovery for a

specific incident.

o Several of the CHP 415's contain incident investigation time or in-custody time that is transferred
to the wrong category on the CHP 735. Although the total number of hours on the CHP 735
corresponds to the attached CHP 415, placing the activity time in the incorrect category causes
confusion on the actual amount of time claimed on a DUI Cost Recovery for a specific incident.
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Z°mma"d‘ y I L Ch.aprt:" 8
COMMAND INSPECTION PROGRAM  [‘Antelope Valley | Southern Eight (8)
EXCEPTIONS DOCUMENT Sgt. Michael Stefanoff, #14924 | 05/26/2009

age 4 of 5

Action Item #4 — Ensure cases not resulting in a conviction within 12 months after submission to the
District Attorney are closed out after court verification of case status (Question #21).

o It was determined that CHP 735's pending convictions are placed in a suspense binder. All CHP
735's pending disposition are placed in this file, including those beyond the 12 month processing

time frame. Currently the CHP 735 Officer does not close out cases beyond the 12 month
requirement.

[ Commander's Response: [X] Concur or [] Do Not Concur (Do Not Coneur shall document basis for response) |

| have reviewed the audit of the Antelope Valley Area’s Driving Under the Influence Cost Recovery
Program (CHP 735). | found the audit and subsequent report to be thorough, informative and helpful. |
believe all of the action items will result in more efficient operations and | concur with all of the report.

['Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

Jne.
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DEPAFTVIENT OF GALIFORNIA HIGHVAY PATROL i RS Rl

COMMAND INSPECTION PROGRAM | Antelope Valley | Southern ___ Elght ()

EXCEPTIONS DOCUMENT Sgt. Michael Stefanoff, #14924 | 05/26/2009
age 5of 5

Required ‘Action

Corrective Action Plan/Timeline

Action Item #1

The Area CHP 735 officer has a good grasp of the process required for quick submission of CHP 735s
within ten business days. It appears we have a minor break-down in procedures when the CHP 735
officer is away for any extended period. Area management and the Area administrative supervisor will
ensure any officer filling in during the CHP 735 officer's absences is thoroughly briefed. The
administrative supervisor will follow up on the briefing to ensure these forms are properly completed and
submitted within the required time-frames. Action ltem will be completed as needed

Action ltem #2

This action item is problematic in that it requires the Area court officer to physical follow up on the status
of each case conviction. LA County Court system does not regularly update their CCHRS system and
reports of disposition of cases can take up to two years. Area will ensure a regular review of the

“igposition of court cases. However, absent physically searching each case at the courts, it will be
Jifficult to track the disposition of these cases. Action Item not completed

Action Item #3

Area will brief Area officers about the importance of clearly delineating the times and activity categories
on their CHP 415s whenever a CHP 735 is completed. In addition, Area sergeants will carefully review
officers’ CHP 415s and the corresponding CHP 735s to ensure the correct times and categories are
highlighted and itemized and that the two documents correspond. Briefing Item no later than June 25,

2009.

Action ltem #4

The Area CHP 735 officer has been advised to ensure all cases beyond the 12 month processing time-
frame are closed and removed from the system. Action ltem Com leted

™

[T Employee would like to discuss this report with COMMANDER/S SIGNATURE DATE .
the reviewer. ‘ b b )1 -D ﬁ
(See HPM 8.1, Chapter 8 for appeal procedures.)

INSPE IGNATURE DATE

[[] Reviewer discussed this report with REWEWEE‘Z?GNATURE DATE
employee 6\&-)/ (b tewo

‘j’Cﬁncur ] Do not concur R 7
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STATE OF CALIFORNIA Command: Division: Ngmber:
NEPARTMENT OF CALIFORNIA HIGHWAY PATROL Antelope Valley | Southern Eight (8)
~ Evaluated by: Date:
_ SPECTION PROGRAM Sgt. Michael Stefanoff # 14924 05/27/2009
CHAPTER 8 Assisted by: Date:
COMMAND DUI COST RECOVERY Officer Clifford Porter # 16738 05/27/2009

INSTRUCTIONS: Answer individual items with “Yes” or "No” answers, or fill in the blanks as indicated. Any "No” answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-
up Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspeclor's Signature:
TYPE OF INSPECTION spec gnatu

(X Division Level [] Command Level
=4
[] Office of Inspections [] Voluntary Seif-inspection \J .
Y Ty P — /__-::; C_//

Follow-up Required: ] Follow-Up Inspection T F&:Sianaturer Date: |

N

YeS DNO BY ;‘ - - 5 (’ /I""Dﬁ'

\

For applicable policies, refer to HPM 11.1, Chapter 20.

Note: If a "No" or “N/A” box s checked, the "Remarks" section shall be utilized for explanation.

1. Does the command have sufficient procedures to
ensure that a CHP 735, Incident Response Yes | [JNo | [INA
Reimbursement Statement, is prepared for each
arrest that meets the cost recovery criteria?

Remarks:

2. What are these procedures?

This command has the Area Accident Investigation Officer verify that the Cost Recovery Criteria has been met
with an arrest for a violation of California Vehicle Code section 23152 or 23153. He/she also determines if the
arrested party caused a response to an incident and has a supporting Blood Alcohol Concentration Test (BAC

Test) with a result of .08% or greater, meeting the criteria for the CHP 735 “A” section. The officer may utilize the
conditions of the CHP 735 “B” section in the case of a BAC Test that returns under the .08%, a refusal to take the
BAC Test, or a chemical test that is for drugs only. The Accident Investigation Officer reviews the reportand .
ensures that a CHP 735 is attached when the criteria is met. The Accident Investigation Officer then forwards the
CHP 735 and the report to the Sergeant on duty. The Sergeant then reviews the Arrest report along with the CHP
735, verifying the CHP 735 meets the required criteria and that the time indicated on the CHP 735 corresponds to
the time indicated on the attached CHP 415. The report along with the CHP 735 is then forwarded to the CHP 735
Officer. The CHP 735 Officer signs the CHP 735 for the Commander and forwards the CHP 735 to Fiscal

Management Section (FMS)

3. Does the command have a specific employee(s) .
assigned to process all CHP 735 forms? K Yes | [INo |[JN/A | Remarks:

4. If the answer to question 3 of this checklist is yes, is
the responsibility of processing all CHP 735 forms X Yes | [INo
listed in their job description or any other document?

D N/A Remarks: Area S.0.P.
Division 2-Chapter 7.1 (C)(5)(b).
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STATE OF CALIFORNIA
N=PARTMENT OF CALIFORNIA HIGHWAY PATROL

JPECTION PROGRAM

CHAPTER 8
COMMAND DUI COST RECOVERY

Page 2 of 4

5.

Are all CHP 735 forms forwarded to Fiscal
Management Section (FMS) properly with completed
criteria in either Section A or Section B of the form?

X Yes

[JNo

LI N/A

Remarks:

Does the command have a suspense system in place

to facilitate notification of a conviction involving cases

meeting the requirements of the Driving Under the

Influence (DUI) Cost Recovery Program? This would

involve cases where the following criteria applies:

¢ A Blood Alcohol Content (BAC) under .08%

¢ A chemical test is positive for drugs only

e There is no supporting BAC test of drug test (i.e.,
a refusal)

X Yes

[1No

LI N/A

Remarks:

Are CHP 735 forms completed based on the criteria
of Section A of the form being forwarded to FMS
within ten business days from one of the following
dates?

* The date of BAC results of =.08% were received

e The date of BAC results of =.04% were received
for a commercial driver

[] Yes

X No

LI N/A

Remarks:

See Action Item # 1.

Are CHP 735 forms completed based on the criteria

of Section B of the form being forwarded to FMS

within ten business days from being notified of a

conviction of California Vehicle Sections 23152 or

23153, or greater offence as a result of one of the

following?

s The person arrested refused to provide a
chemical test

e The arrest was for drugs only

e A BAC of <.08% was obtained

] Yes

< No

[ N/A

Remarks:

See action ltem # 2.

Is the Itemized Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual
11.1, Administrative Procedures Manual, and
includes hours for all employees assigned to the
incident?

™ Yes

I No

CIN/A

Remarks:

10.

If the person arrested is transient, is the case being
entered into the CHP 735A, Case Log-DUI Cost
Recovery Program, without forwarding the CHP 735
to FMS?

[ Yes

] No

X N/A

Remarks:

None Inspected.

11.

Are staff hours involved in the incident recorded on
the CHP 735 to the nearest ten minutes?

X Yes

I No

[ N/A

Remarks:

12.

Do the total number of staff hours charged on the
CHP 735 agree with the appropriate CHP 415, Daily
Field Record?

X Yes

[ No

CINIA

Remarks:
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Page 3of4
STATE OF CALIFORNIA
PEPARTMENT OF CALIFORNIA HIGHWAY PATROL
3PECTION PROGRAM
CHAPTER 8
COMMAND DUI COST RECOVERY
13. Does the Notes portion of the CHP 415 indicate the
billable DUI time when the CHP 415 includes more ClYes | XINo | [INA z:;“:::ktfon tem # 3
than one activity? '
14. Are the staff hours incurred by members of the
Department for the following activities associated with | ] Yes | [JNo | [J N/A Rematks:
an incident meeting the criteria for DUI cost recovery
included in the CHP 7357
e Response Time
o On-Scene Investigation
» Foliow-up Investigation
e Report Writing
e Vehicle Storage
e Call Back
e Field Sobriety Testing
e Transportation
e Booking
e Chemical Testing
o Traffic Control
15. Are the staff hours for officers-in-charge, sergeants,
lieutenants, or captains listed on the CHP 735 for X Yes | [ONo | [JN/A | Remarks:
time spent performing the activities listed in question
12 of this checklist and not exclusively supervisory
tasks?
16. Is the current hourly rate for reimbursement, sent out
to all commands via Comm-Net from FMS, being R Yes | [ONo |[]NA | Remarks:
used?
17. Is a copy of the CHP 735 being retained at the
command and filed? X Yes | [ONo | [JNA | Remarks:
18. Is the command utilizing the, optional, CHP 735A to
track cases qualifying for the DUI Cost Recovery R Yes | [ONo | [ NA | Remarks:
Program?
19. In the absence of a CHP 735A, how is the command tracking the DUI Cost Recovery Program?
N/A, Currently utilizing the CHP 735 A document for tracking the DUI Cost Recovery Program,
20. Are commands using a case monitoring system to

track cases qualifying for the DUI Cost Recovery
Program including the following information in the
monitoring system?

» Defendant Information

Violation Information

Court Information

FMS Information

BAC test results

X Yes

O No

[ NIA

Rermarks:
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STATE OF CALIFORNIA
NEPARTMENT OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM

CHAPTER 8
COMMAND DUI COST RECOVERY

Page 4 of 4

21. Are cases not resulting in a conviction within 12
months after submission to the District Attorney Ovyes | KINo | LIN/A gema’k?’
P ee Action Item # 4.
closed out after court verification of case status?
22. Do closed out cases on the monitoring system have
a line drawn through the Conviction Date and Dateto | X] Yes | [ No | [JN/A | Remarks:
FMS as well as the reason the case was closed and
date of last follow-up check?
23. Are refunds or overpayments, as a result of
erroneous charges, in an amount of = $5.00 being OvYes | [INo N/A ﬁfglzrsk:éd by FILS
processed by the Department? yree
24. |s the command reviewing the quarterly reports sent
by FMS related to the submission of CHP 735 forms | X Yes | [ No | [0 N/A | Remarks:
and case status identifying any deficiencies in the
submission and accountability of the DUl Cost
Recovery Program?
Question 25 pertains to Fiscal Management Section.
25. Is FMS reviewing the CHP 735 forms for & o1 s JAll raturnedlB S for
completeness of information and returning deficient X vYes [ [ONo | [INA o FERtETE aievailEeriis s

forms to the issuing command for corrections?

CHP 735 Officer.
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STATE OF CALIFORNIA Command: Division: Number:
~EPARTMENT OF CALIFORNIA HIGHWAY PATROL Antelope Valley Southern Eight (8)
ISPECTION PROGRAM Evaluated by: Date:
CHAPTER 8 Officer Ana Markey #17290 05/26/2009
MMAND REIMBURSABLE SERVICES Assisted by: Date: .
o FIMBIEES ! Justine Lam 05/26/2009

INSTRUCTIONS: Answer individual items with “Yes™ or "No” answers, or fill in the blanks as indicated. Any "No" answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shail be commented on via the “Remarks” section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form isused as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspecied.

Lead Inspector's Signature:
TYPE OF INSPECTION

Division Level [[] Command Level
/:'f_
[] Office of Inspections [] Voluntary Self-Inspection M _
Fouow_up Required: D FO"OW'Up |nspecti0n Cﬁmmi}'lde 's Slgna{-ufﬁ"_ Date:
X N
X Yes [ ]No BY- o (J ,],],(ﬂ
For applicable policies, refer to HPM 11.1, Chapter 6. \)

Note: Ifa “No” or “N/A"box is checked, the "Remarks” section shall be utilized for explanation.
1. Prior to the performance of services, is the
contracting party informed of the rates charged for [ Yes | CINo | CIN/A | Remarks:
services, departmental equipment usage, and
cancellation policy?

2. Does the billing rate include mileage and other

expenses such as uniform or equipment damage? Yes | [ONo | [JN/A Remarks:
3. When a safety service is provided to another state .
agency, is the agency's five-digit billing code X Yes | [JNo |[]NA fReganes
obtained?
4. s the billing code documented on the Reimbursable
Services Billing Memorandum? K Yes | [INo | [JN/A | Remarks:
5. Is $50 charged for each CHP uniformed employee Remarks:

assigned to the detail if the cancellation notification is B Yes | [ONo | [JN/A
less than 24 hours prior to the scheduled service?

6. Is a minimum payment of 4 hours overtime charged
when employee(s) could not be notified of the K Yes | [INo |[JN/A | Remarks: :
cancellation of their service(s)?

7. Is information regarding the procedures to obtain
necessary right-of-way clearances or permits, local K vYes | [ONo | CIN/A Remarks:
requirements, and other pertinent information made
available to inquiring parties?

8. Are written requests for specific services directed to

the appropriate command? Yes | [INo |[JN/A | Remarks:
9. Are traffic control services less than $50,000 )
approved by Division? X Yes | [ONo | [JN/A Remarks:

10. Are traffic control services estimated to be $50,000 or
more approved by the Office of the Commissioner? OYes | [JNo

11. Are extraordinary protective services approved by the
Assistant Commissioner, Field? OvYes | [No

& N/A Remarks: Of the documents reviewed
none were over $50,000,

@ N/A Remarks: Of the documents
reviewed, none were protective

services.
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STATE OF CALIFORNIA
“EPARTMENT OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM

CHAPTER 8
COMMAND REIMBURSABLE SERVICES

Page 20f4

Questions 12 through 17 pertain to collecting advance deposits.

12. Is a Reimbursable Services Agreement (RSA) Idg

number requested from Division for every contract? Yes | [INo | [JN/A | Remarks:

13. |s a CHP 465 form completed in accordance with
policy? Yes | [INo | [JN/A | Remarks:

14. Are advance payments collected from the contracting _
company prior to the start of the service? [ Yes | [JNo | [JN/A | Remarks:

15. Is a CHP 251 prepared and mailed to the contracting
company upon receipt of advance payments? X Yes | [INo | [JN/A | Remarks:

16. Is a CHP 467 prepared and submitted to the Fiscal
Management Section upon completion of the KYes | [INo |[IN/A | Remarks:
contractual service(s)?

17. 1s a copy of the CHP 465 attached to the weekly
CHP 230, and if applicable, a CHP 1697 K Yes | [INo |[JN/A | Remarks:

Questions 18 through 31 pertain to the preparation of agreements. : s
18. Is a CHP 466 maintained? o
D Yes x No D N/A Remarks: See action item #1

19. Do RSA numbers begin with the letter “R” to denote
reimbursable services, followed by two digit fiscal K Yes | [INo |[]N/A | Remarks:
year, three digit location code, and a sequential
number for each agreement?

20. Is the CHP 466 closed out at the end of each fiscal o
year with a new log implemented on July 1 beginning | [JYes | [XINo | []JN/A Remarks: See action ltsm i
with the sequential number 0017

21. Are all sequential numbers accounted for when .
reconciling with the Billing Memorandum? [JYes | [QNo |[JN/A | Remarks: See action item #1

22. Are sequential numbers not matching Billing o
Memorandums reconciled? [Jves | [XINo | [ N/A | Remarks: See action item #1

23. Is the original RSA signed and filed at Area?

X Yes | [INo [ [JN/a | Remarks:

24. Does the command proceed with all RSA
arrangements, and if needed, ensure the requestor K Yes | [INo | CJN/A | Remarks:
has obtained the necessary right-of-way, clearances,
and permits?

25. Is the indemnification clause included in the
agreement when requested? X Yes | [INo | [ N/A | Remarks:

26. Is the inclusion of the indemnification clause
approved by the Department of General Services, X Yes | [INo |[JN/A | Remarks:

Office of Legal Services?

27. If the service is over $50,000 per occasion, is a
geHrsizgsupnrﬁgared and submitted to Contract ClYes | [ONo | XIN/A Feizgfvtgw’:fé‘z grtggagg%ﬁents

28. Is a copy of the resolution, order, motion, or
ordinance of the local governing body obtained when | I Yes | [JNo | [IN/A fRETAlS:
one of the contracting parties is a county, city, district,
or other local public body?

29. Are dignitary protectian services referred to the Office
of Dignitary Protection? X Yes | [INo | [JNA | Remarks:
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30. Are CHP 312 forms, CHP 313 forms, and CHP 467

forms prepared when a statewide agreement is in Yes | [INo | CIN/A Remarks:
effect?

31. When state agencies are requesting a statewide
agreement, are they referred to Enforcement X Yes | TINo | LIN/A Remarks:

Services Division, Field Support Section?
Questions 32 through 38 pertain to training agreement procedures and reporting for:services provided.

32. Is a CHP 230 prepared by the contracting party when -l
fees are coliected on the day of the training session? | [1Yes | [JNo | I N/A E::r‘fpr:\'” ded by tho g nas -

33. Are the original CHP 467 and contract agreement
submitted to Fiscal Management Section (FMS) upon []Yes
completion of services (other than COZEEP,
MAZEEP, extraordinary protective services, and
special projects) within 5 days?

34. Are copies of CHP 467 forms forwarded to the next

g No l:] N/A Remarks: See action item #2

level of review? K Yes | [INo | [JN/A | Remarks:
35. |s the date when the Billing Memorandum was sent to _
FMS noted on the Reimbursable Services Contro Xl Yes | CINo |[JN/A | Remarks:
Log?
36. Is a copy of the command'’s Reimbursable Services e —
Control Log forwarded or e-mailed to the Division [JYes | X No | [JN/A | Remarks: Seeaction tem

Coordinator at the end of each month?

37. Is the Reimbursable Services Control Log verified
with the copies of the Billing Memorandums to ensure Yes | [INo | [JN/A | Remarks:
all reimbursable time has been reported to FMS for
billing purposes?

38. Are outstanding items being inspected and resolved?

Yes | [JNo | [JN/A Remarks:

Questions 39 through 52 pertain to extraordinary protective services and report of overtime hours for reimbursable .
special'projects. 3 Skt el B T St = Tt e e Y il SETAYS ;

39. Is a copy of the CHP 467 and CHP 465 submitted to

. . : Remarks: Out of the documents that

FMS upon completion of extraordinary protective CYes | CONo | XIN/A | B iewed, none were protective
services? services.
40. Is a reimbursable special project code obtained on ‘
every contractual service? X Yes | [INo | [JN/A Remarks:

41, |s the overtime report(s) for reimbursable special ' .
project(s) used to reconcile CHP 415 forms for each | [X] Yes [INo | CJN/A | Remarks:

special project?

42. Are the special project codes on the overtime _
report(s) verified to ensure the correct special project | X Yes | [INo | [JN/A IREHRS:
code has been used?

43. Are all corrections noted on the overtime repori(s)? .
K Yes | [JNo |[JN/A | Remarks:

44. Are overtime reports approved and dated by the

commander after reconciling? [] Yes No | [JN/A | Remarks: See action item #3

45. Is the original overtime report(s) forwarded to FMS? _
X Yes | [INo | [JN/A | Remarks:

46. |Is a copy of the overtime report forwarded to Division

by the 10" of the month (except COZEEP/MAZEEP)? | X] Yes | [ No | [JN/A Remarks: Per policy Southern

Division overtime reports are due by
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the 15™ of the month.

47. Are all COZEEP/MAZEEP reports forwarded to
Division by the 15" of the month? X Yes | [INo | [JN/A | Remarks:
48. Are all COZEEP/MAZEEP reports approved by
Division and forwarded to FMS by the 30" of the KYes | [INo | [JN/A | Remarks:
month?
49. |s a copy of the CHP 71 attached to the overtime .
report(s) when there are reimbursable nonuniformed | [1Yes | [JNo X N/A OR:c’::i’gﬁ‘ n':‘r"'_‘j."','f‘;‘,’ﬁ:tdegh:g f:e 8IS
personnel hours? involved the CHP 71 Is attached to
the O/T report.
50. Is an amendment of service agreement requested
prior to the fund being depleted, and if necessary, is | X Yes [ONo | [JN/A | Remarks:
the service discontinued?
51. Are all payments made directly to FMS?
R Yes | [INo | [JN/A | Remarks:
52. Does the command require delinquent companies to Remarks: Commands o not rsceive
pay outstanding invoices in full prior to providing any OvYes | ONo | XIN/A information from Headquarters

future services?

regarding delinquent accounts.
Therefore commands cannot track
this information.
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FXCEPTIONS DOCUMENT Officer Ana Markey 05/26/2009
age 1 of 4

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the B4 Corrective Action Plan Included .
[X Division Level [ ] Command Level inspection:
X Attachments Included
[] Executive Office Level Eighteen (18) Hours
N [ Forward to:

Follow-up Required: Southern Division

= Due Date:

Yes  [INo 06/22/2009

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:
None.

["Command Suggestions for Statewide Improvement: |
70t already In the process, the reimbursable services program should be further automated into one of
ine Department's various fiscal spreadsheet programs. ltems such as the CHP 466 would be much
more efficient if they were processed in a database attached to the LAN/WAN. In addition, Department
Policy requiring a five day submission of contracts to Fiscal Management Section should be reviewed to

ensure it is updated as needed.

Inspector’s Findings:

On May 26, 2009, the Southern Division Inspection Team conducted an inspection of the Antelope Valley Area.
The scope of the inspection included the Command Reimbursable Services. The inspection was conducted in
accordance with the Command Inspections Manual, HPM 22.1, Chapter 8 and Administrative Procedures Manual
HPM 11.1 (HPM), Chapter 6. Ten percent (11 documents) of the Area’s Reimbursable Services documents for
the previous 12 months were inspected.

Antelope Valley’s reimbursable services is handled by the Area Overtime Coordinator, Officer Ben Moya as .
indicated in the Area Operating Procedures (SOP). Officer Moya has assumed this position for approximately 14

months.
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ACTION ITEMS
Action Item #1

Question 18: Is a CHP466 maintained?

Question 20: Is the CHP466 closed out at the end of each fiscal year with a new log implemented on
July 1 beginning with the sequential number 0017

~

Question 21: Are all sequential numbers accounted for when reconciling with the Billing
Memorandum?

Question 22: Are sequential numbers not matching Billing Memorandums reconciled?

Question 36: Is a copy of the command’s Reimbursable Services Control Log forwarded or emailed to
the Division Coordinator at the end of each month?

e The log was neither reconciled nor forwarded to Southern Division as there was no CHP 466
(R# Log) maintained by the Area.

Action Item #2

Are the original CHP 467 and contract agreement submitted to Fiscal Management Section (FMS) upon
completion of services (other than COZEEP/ MAZEEP, extraordinary protective services, and special projects)”

within 5 days? (Question #33).

e Three documents out of the 11 reviewed were not completed within the 5 days. Although the 5 day time
frame is not in policy, it is recommended these documents are sent to Fiscal Management Section as
expeditiously as possible. See attached documents.

Action Ttem #3

Are all overtime reports approved and dated by the commander after reconciling? (Question #44).

e The Area did not have the Commander sign Cozeep and Mazeep reports. See attached documents.

Note: The following item was not part of the Chapter 8 checklist however the discrepancy below was identified_
during the inspection.

"he counter receipt number (on form CHP 251) and the R# assigned to the detail were not wrilten on the checks
| collected. Per HPM 11.1, Chapter 4, paragraph 8a. (6). the counter receipt number needs 1o be indicated on the
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check. See attached documents.

[‘Commander's Response: X Concur or [] Do Not Concur (Do Not Concur shall document basis for response) |

| have reviewed the report completed by the Southern Division Inspection Team conducted on the
Antelope Valley Area on May 26, 2009. With the exception of one minor discrepancy, | found the audit
and subsequent report to be thorough and well researched. The suggested action items when
implemented will create a more efficient response to the Department's needs in the audited areas.

One minor discrepancy involved Action Item #3 involving command signature on monthly overtime
reconciliation reports. In reviewing these documents, it was clear that | or my designee reviewed and
signed each of the monthly reports.

Inspector’s Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,

etc.) %
Action Item #3 was derived from overtime Cozeep/Mazeep reports not being signed by Commander or
designee. Copies of these reports are attached in Section |l, XII.
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Required Action

Corrective Action Plan/Timeline

Action ltem #1:

Area was not utilizing a CHP 466, Reimbursable Services Control Log. Therefore, a log was not )
closed out at the end of each fiscal year and new logs were not changed out at the start of new

fiscal years.

On June 1, 2009, following the audit, the Area overtime coordinator implemented the use of a
CHP 466. He is aware of the requirements of the log and will ensure that items are entered in a
sequential order and accounted for when reconciling the billing memorandum. He will also
ensure the log is reconciled and forwarded to the Southern Division coordinator at the end of -
each month. Action Item Corrected

Action ltem #2:

_ne Area overtime coordinator has been advised of the necessity for prompt processing of all contract
agreements submitted to Fiscal Management Section (FMS). He will continue to ensure all CHP 467s,

BILLING MEMORANDUM - Reimbursable Services, are submitted within five days. Action
ltem Corrected

Action ltem #3

As noted in the commander’s response, we believe this item is being completed. All of the monthly
reconciliation reports were signed by the commander or his designee. However, we will continue to
carefully scrutinize these reports and assure there is command review each month. Action Item

Corrected

AR

1 Employee would like to discuss this report with COMMANDER'S SIGNATURE DATE
the reviewer. L. ) _ _
(See HPM 9.1, Chapter 8 for appeal procedures.) /d ‘\0 ) 1 DO’
INSRECTOR'S SIGNATUR DATE
s L 12 oS
T Reviewer discussed this report with REVIEWER'S SIGNATURE DATE
employee \
| \Z} Concur [] Do not concur (X A RONELY
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INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide .
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the X Corrective Action Plan Included

[X] Division Level [J] Command Level | inspection:
X Attachments Included

[ ] Executive Office Level Fifteen (15) hours

Forward to:

Follow-up Required: Southern Division

X Yes [J No

Due Date: 06/22/09

Py

‘Chapternspection:Eight!(8) =/Command/DUI'Cost/Recoveryi

Inspector's Comments Regarding Innovative Practices:
None.

| Command Suggestions for Statewide Improvement:
None.

| Inspector’s Findings: |

On June 16, 2009, the Southern Division Inspection Team conducted an inspection of the Altadena
Area. The scope of the inspection included the Driving Under the Influence Cost Recovery Program
(CHP 735). The inspection was conducted in accordance with the Command Inspections Manual, N
Highway Patrol Manual 22,1 (HPM), Chapter 8. Ten percent (18 documents) of the Area’s CHP 735’s
for the previous twelve months were inspected. Due to some discrepancies on the completed CHP
735's, time frames, reimbursable billing rates and attached CHP 415'’s, an additional ten percent (18
total documents) were inspected. Due to the same discrepancies a 100% of the Area’'s CHP 735's were
inspected. In addition, the Case Log — DUI Cost Recovery Program (CHP 735A), generated by Area
Information System (AIS), was utilized to verify the processing of the CHP 735's.
The CHP 735 program is processed and monitored by the Area Court Officer. Officer A. Bender,
#18012, assumed the position in June 2008. In addition to regularly assigned duties (court, filings, etc.),
2 CHP 735 Officer has a solid understanding of the requirements of HPM 11.1, Chapter 20, and is
tairly organized with paperwork files. Although the on-duty sergeant’s ensure a CHP 735 is completed
when specific criteria is met, the CHP 735 Officer is the only level of review for submitted CHP 735’s and
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currently signs for the Area Commander. There is no additional review of submitted CHP 735's by
supervision or management prior to processing to Fiscal Management Section (FMS).

The Altadena Area Commander assumed the position in May 2004. It is apparent that the Area
commander has taken an active role in the management and importance of the Area’'s DUl Cost
Recovery Program. Due to a previous audit last month from Headquarters, the Area is in the process of
identifying deficiencies and correcting those problems with the current processing and submission of

CHP 735's.

ACTION ITEMS

Action Item #1 — Ensure the specific employee designated for processing CHP 735’s has the
information listed in their job description or any other document (ie: Area S.0.P.) (Question #4).

o Currently the Area has designated the Area Court Officer to review and process all CHP 735's
submitted. Although the CHP 735 has a clear understanding of the job description and CHP 735
process, it is not documented in Area S.O.P. or his current Job Description. .

.ction Item #2 — Ensure all CHP 735'’s are forwarded to Fiscal Management Section properly with
completed criteria in either Section A or Section B of the form, in accordance with departmental policy,

HPM 11.1, Chapter 20 (Question #5).

e It was determined that several CHP 735's were incorrectly filled out by Area Officers. Several of
the forms completed were out dated and/or filled out by hand, containing inaccurate information-
(wrong reimbursable rates, missing names and or CHP 415’s). Although the majority of the
reimbursable rates and hours were correctly billed, several of the forms contained omitted
information causing confusion to the actual amount of time and activity meeting the DUI Cost

Recovery criteria.

e Prior to last month the Area did not require Area Officers to submit their CHP 415’s along with the
completed CHP 735. With no immediate verification or review of the CHP 415, no adequate
review of the activity meeting the DUI Cost Recovery Criteria could be established. Since the
prior audit, the CHP 735 Officer has attempted to obtain and attach the CHP 415’s with the
corresponding CHP 735 for the previous twelve months. Without this verification immediately
available, there is no justification for billable hours for disputed claims or future audits/inspections.

Action Item #3 — Ensure all CHP 735’s are processed and forwarded to Fiscal Management Section
within ten (10) business days of the established criteria (CHP 735 — Section A), in accordance with
departmental policy, HPM 11.1, Chapter 20 (Question #7).

¢ |t was determined that the processing of CHP 735's is delayed based upon report completion,
Accident Investigation review and processing to the CHP 735 Officer. Once the review is
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completed, the entire report and CHP 735 documentation is forwarded to the Area Court Officer
for final review, processing and criminal filing. With this delay in report completion, submission
and review, the ten day requirement is not met on several B.A.C. results received the day of

arrest (Breath).

¢ It was determined that several different methods of recording the date the CHP 735 was
forwarded to FMS have been utilized. Some CHP 735’s have the date written directly on them.
Some documents have the date indicated in the AIS and therefore is present on the CHP 735A
when generated. Several dates are indicated on both the CHP 735 and in AIS. Although
eventually processed, there is no consistent method of recording the date the CHP 735’s were

forwarded to FMS.

Action ltem #4 — Ensure the total number of staff hours charged on the CHP 735 agree with the
appropriate CHP 415, Daily Field Record, in accordance with departmental policy, HPM 11.1, Chapter

20 (Question #12).

e Prior to May 2009, Area Officers were not submitting their CHP 415's along with-the CHP 735.
No additional comparison or review of the documents was completed by anyone other than the -
officer handling the incident. With no immediate verification or review of the CHP 415, no
adequate review of the activity meeting the DUI Cost Recovery Criteria could be established.
Since the prior audit, the CHP 735 Officer has attempted to obtain and attach the CHP 415's with
the corresponding CHP 735 for the previous twelve months. Although several CHP 415's have
now been attached and verified, several CHP 415'’s for subsequent days of activity time (ie:
reporting writing time) could not be located or were not attached. Without this verification
immediately available, there is no justification for billable hours for disputed claims or future

audits/inspections.

» In addition, the CHP 735 Officer is currently the final and only level of review for the submitted
CHP 735's. With the volume of CHP 735's submitted the accuracy and appropriate
documentation requires adequate review prior to processing. Without proper documentation,
there is no justification for billable hours meeting the DUl Cost Recovery Criteria.

Action Item #5 — Ensure the notes portion of the CHP 415 indicates billable DUI time and broken down
by specific billable activity when the CHP 415 includes more than one activity. In addition, the arrestees
name and case number shall be included on the CHP 415 in accordance with departmental policy, HPM

11.1, Chapter 20 (Question #13).

o The Area CHP 735 Officer ensures all time indicated on a submitted CHP 735 corresponds with
an attached CHP 415 for that incident. However, prior to May 2009, the Area did not require the
officers to attach their CHP 415's. In addition, most of the CHP 415’s that were attached do not
indicate what billable activity is recorded on the CHP 735 as required. With varying activity
completed during a shift, it is difficult to verify billable activity time on the CHP 415. Although the
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billable hours are itemized on the CHP 735, many of the same hours are placed under one block
of time on the CHP 415 (ex: 3 hours = 202/555 - DUI TC) and are not easily recognizable and/or
verifiable. No additional information, regarding their activity, is placed in the notes portion as

required.

* The majority of the investigating officers handling incidents requiring a CHP 735 correctly
categorize their activity between the CHP 415 and CHP 735. In addition, only a few of the
officers place the defendants name and case number on the CHP 415 as required. Most of the
CHP 415’s submitted with the CHP 735's, for additional officers on scene, do not contain the
defendant's name and have their activity time documented as “Other Assists.” Although the total
number of hours on the CHP 735 usually corresponds to the attached CHP 415, the billable
activity time, meeting the DUI Cost Recovery criteria, is not itemized on the CHP 415. As a
result, this creates some confusion on the amount of time documented for DUI Cost Recovery for

a specific incident for the additional officers.

e The Area Field Training Officers (FTO’s) attach their CHP 415's with the Trainee’s for submission
with the CHP 735 and usually the time is not itemized on the CHP 415. Instead, all time on the
CHP 415 indicates FTO under the activity time, with no corresponding time to verify with the CHP

735. '

Action Item #6 — Ensure the current hourly rate for reimbursement, based upon the Comm-Net sent to
the command by FMS, is being utilized, in accordance with departmental policy, HPM 11.1, Chapter 20.
In addition, the most current revision of the CHP 735 shall be utilized to ensure proper billing amounts

(Question #16).

o The Area has received the current information regarding, Comm-Net (11/19/08) indicating the
DUI reimbursement amount of $84.00 per hour, effective November 1, 2008. Although the Area
CHP 735 Officer has attempted to verify the accuracy of the amount indicated on the CHP 735,
it was determined that previous revisions of the CHP 735 were utilized on occasion.

[ Commander's Response: X Concur or [] Do Not Concur (Do Not Concur shall document basis for response) |

| concur with the inspector’s findings.
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Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,

etc.)
None.

ReqUirSdRAGH5 N e R e S N e R S s Y

Corrective Action Plan/Timeline

All action items will be put in to effect immediately. The sergeants will brief the officers at briefings.
However, the next Area training days are in August and Officer Bender will provide training to all officers

at the training days.

Action Item #1

The CHP 735 Officer's job description will be placed in the Area SOP and/or'in a file kept with the
special duty supetrvisor,

Action ltem #2

Officer Bender will conduct CHP 735 training at the next area training day, which will include correct
billing rates and proper field entries on the form itself.

Officer Bender will also provide 415 training as it relates to 735's. Sergeant hours and FTO hours will be
addressed as well. Sergeants and FTO’s will be requested to itemize the time spent on the DUI related
incident which is accounted for on the 735.

Officer Bender will check each 415 for accuracy and compare it to each 735 before submission to Fiscal
Management Section (FMS). .

Action ltem #3

~ather than officers attaching the CHP 735 with the collision/arrest report, they will leave them in a
early marked box in the Altadena de-briefing room. This will ensure the 735 can meet the 10 day
requirement. This process will be briefed at the next Altadena training day by Officer Bender.
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The date when each 735 is received by Officer Bender will be recorded into the AlS system. The date
the 735 is sent to FMS will be recorded into the AlS system and on the 735 itself.

Action Iltem #4

The Altadena Area is now properly briefed on the need to have 415's attached to each 735 and on the
proper note taking on each 415. This will be reiterated at the next Area training day.

Sergeants will be requested to review that, not only a CHP 735 exists with the report, but that the hours
billed are accounted for on the attached 415's.

As a second level of review Officer Bender will review each 415 as it relates to the 735. Ifthere is a tirﬁe
discrepancy, the 735 will be returned to the investigating officer for correction.

Action ltem #5

The Altadena Area will be trained at the next training day to itemize their time billed on the CHP 735 in

the notes section of the 415. In addition, the name and case number will be included in the notes

~ection. Officer Bender will prepare a sample 415 to illustrate the proper notations required. In addition,
ficers will be asked to provide any 415 which may include report writing time from a previous day’s

arrest.

FTO's will be requested to itemize their DUI time as it relates to their trainee’s DUI arrest. Sergeant
Lynch (Altadena FTEP Coordinator) was notified of this via e-mail by Officer Bender on 06/17/09.

Action item #6

The current $84 hourly rate to be billed on each CHP 735 will be reiterated at the next Altadena Area
training day. Any 735 which bills $88 after 11/01/08 will be amended and the individual will be refunded

the difference.

Sergeants will be requested to verify the correct amount ($84/Hour) has been billed. Officer Bender will
then make the same verification.

~DATE

[ T Employee would like to discuss this report with COMMANDER'S SIGNATURE i 4 .
the reviewer. @%/ o SN ) N %
G Sl ) P 7]

(See HPM 9.1, Chapter 8 for appeal procedures.)
INSPESTOR'S SIGNATURE _/ DATE
e £ 75 -0

[J Reviewer discussed this report with RE{Q)WE::TI/GN TURE DATE

employee N ((. L“Lp- c:?

'ZConcur [] Do not concur
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STATE OF CALIFORNIA Command: Division: Number:
PEPARTMENT OF CALIFORNIA HIGHWAY PATROL Altadena (575) | Southern Eight (8)
SPECTION PROGRAM Evalualed.by: Date:
GCHAPTER 8 Assgii.lef:ﬂ;?hael Stefanoff # 14924 836“:‘1 6/2009
COMMAND DUICOST RECOVERY Officer Clifford Porter # 16738 | 06/16/2009

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any "No" answers, discrepancies
with palicy, applicable |egal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section.

Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed lo the next level of
command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken.
up Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

If this form is used as a Follow-

[Pl O INSPECTION

Lead Inspector's Signature:

Division Level (] Command Level -
[] Office of Inspections [ Voluntary Self-inspection < T///é”_/
(';7‘\":‘-
Follow-up Required; ] Follow-Up Inspection Commanders Signature: Fﬂ’) Date: ; i
X Yes No _ K V2 Nd
0 o | L faionae] OY*0]03

For applicable policies, refer to HPM 11.1, Chapter 20,

Note: If a "No” or "N/A" box is checked, the "Remarks” section

shall be utilized for explanation.

1 Does the command have sufficient procedures to
ensure that a CHP 735, Incident Response
Reimbursement Statement, is prepared for each
arrest that meets the cost recovery criteria?

X Yes

] No

(I N/A

Remarks

2. What are these procedures?

This command has the Area Accident Iinvestigation Officer verify that the Cost Recovery Criteria has been met
with an arrest for a violation of California Vehicle Code section 23152 or 23153. He/she also determines if the
arrested party caused a response to an incident and has a supporting Blood Alcohol Concentration Test (BAC
Test) with a result of .08% or greater, meeting the criteria for the CHP 735 A section. The Officer may utilize the
conditions of the CHP 735 B Section in the case of a BAC Test that returns under the .08%, a refusal to take the
BAC Test, or a chemical test that is for drugs only. The Accident Investigation Officer submits the report along
with the 735 to the Sergeant on duty. The sergeant then forwards the report and the 735 to the Accident
Investigation Review Officer who reviews the report and ensures that a CHP 735 is attached when the criteria is
met. The Accident Investigation Review Officer separates the CHP 735 and forwards it to the CHP 735 Officer
(Court Officer). The CHP 735 Officer reviews the CHP 735 for accuracy and signs the 735 on behalf of the
Captain. Once the CHP 735 has been signed, the CHP 735 Officer forwards the reports to Fiscal Management
Section (FMS). The CHP 735's that are pending a conviction date or a blood result are put in a separate file and
are checked on a weekly basis.

3 Does the command have a specific employee(s)
assigned to process all CHP 735 forms? X vYes | [JNo | [JN/A | Remarks.

4. If the answer to question 3 of this checklist is yes, is _
the responsibility of processing all CHP 735 forms [(JYes | XINo |[]N/A | Remarks:
A . .. L See Action Item # 1.
listed in their job description or any other document?
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5. Are all CHP 735 forms forwarded to Fiscal
Management Section (FMS) properly with completed
criteria in either Section A or Section B of the form?

[ Yes

X No

[ N/A

Remarks:
See Action ltem # 2.

6. Does the command have a suspense system in place
to facilitate notification of a conviction involving cases
meeting the requirements of the Driving Under the
Influence (DUI) Cost Recovery Program? This would
involve cases where the following criteria applies:

* A Blood Alcohol Content (BAC) under .08%

e A chemical test is positive for drugs only

e There is no supporting BAC test of drug test (i.e.,
a refusal)

M Yes

[ No

I NIA

Remarks

7. Are CHP 735 forms completed based on the criteria
of Section A of the form being forwarded to FMS
within ten business days from one of the following
dates?

e The date of BAC results of = 08% were received
*» The date of BAC results of =.04% were received
for a commercial driver

(] Yes

X No

] N/A

Remarks:

See Action Item # 3.

8. Are CHP 735 forms completed based on the criteria
of Section B of the form being forwarded to FMS
within ten business days fram being notified of a
conviction of California Vehicle Sections 23152 or
23153, or greater offence as a result of one of the
following?

e The person arrested refused to provide a
chemical test
e The arrest was for drugs only

e A BAC of <.08% was obtained

X Yes

[ No

LIN/A

Remarks:

9. s the ttemized Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual
11.1, Administrative Procedures Manual, and
includes hours for all employees assigned to the
incident?

X Yes

(] No

CIN/A

Remarks

10. If the person arrested is transient, is the case being
entered into the CHP 735A, Case Log-DUI Cost
Recovery Program, without forwarding the CHP 735
to FMS?

] Yes

[ No

Remarks

None Inspected

11. Are staff hours involved in the incident recorded on
the CHP 735 to the nearest ten minutes?

Yes

I No

CIN/A

Remarks:

12. Do the total number of staff hours charged on the
" CHP 735 agree with the appropriate CHP 415, Daily
Field Record?

[] Yes

X No

LIN/A

Remarks:
See Action ltem # 4,
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~ 13. Does the Notes portion of the CHP 415 indicate the

billable DUI time when the CHP 415 includes more [JYes | XINo [[INA E:?:th?on Fomndle
than one activity? '
14. Are the staff hours incurred by members of the
Department for the following activities associated with | [X] Yes | [JNo | [[] N/A | Remarks:
an incident meeting the criteria for DUI cost recovery
included in the CHP 7357
| *» Response Time
o On-Scene Investigation
* Follow-up investigation
* Report Writing
e Vehicle Storage
« Call Back
¢ Field Scbriety Testing
e Transportation
*« Booking
* Chemical Testing
e Traffic Control
"~ 15, Are the staff hours for officers-in-charge, sergeants,
lieutenants, or captains listed on the CHP 735 for X Yes | [JNo | [JN/A | Remarks:
time spent performing the activities listed in question
12 of this checklist and not exclusively supervisory
tasks?
16. Is the current hourly rate for reimbursement, sent out
Losgg’?commands via Comm-Net from FMS, being (JYes | X No | []N/A Ezem:rck;;n _—
~17. Is a copy of the CHP 735 being retained at the
command and filed? Yes | [JNo | []N/A | Remarks:
" 18. Is the command utilizing the, optional, CHP 735A to
track cases qualifying for the DUI Cost Recovery X Yes | [ONo | [JN/A | Remarks

Program?

19. In the absence of a CHP 735A, how is the command tracking the DUI Cost Recovery Program?

This command utilizes the CHP 735A log to track the DUI Cost Recovery Program.

20 Are commands using a case monitoring system to
track cases qualifying for the DUI Cost Recovery
Program including the following information in the
monitoring system?

« Defendant Information
s Violation Information

X Yes

[ No

D N/A Remarks
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e Court Information
e FMS Information
o BAC test results

21,

Are cases not resulting in a conviction within 12
months after submission to the District Attorney
closed out after court verification of case status?

X Yes

] No

[ NIA

Remarks:

22,

Do closed out cases on the monitoring system have

a line drawn through the Conviction Date and Date to
FMS as well as the reason the case was closed and

date of last follow-up check?

X Yes

{JNo

L] N/A

Remarks:

23

Are refunds or overpayments, as a result of
erroneous charges, in an amount of = $5.00 being
processed by the Department?

X Yes

[J No

[ N/A

Remarks.

24.

Is the command reviewing the quarterly reports sent
by FMS related to the submission of CHP 735 forms
and case status identifying any deficiencies in the
submission and accountability of the DU Cost
Recovery Program?

X Yes

[]No

(] N/A

Remarks:

Question 25 pertains to Fiscal Management Section.

25, Is FMS reviewing the CHP 735 forms for

completeness of information and returning deficient
forms to the issuing command for corrections?

X Yes

[INo

CI N/A

Remarks: All returned 735's for
corrections are reviewed by the
Court Officer,
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gggi%igrﬁ 'gEFéIXE?FORNIA HIGHWAY PATROL Eenmang: BiviSieh: Chapter:
COMMAND INSPECTION PROGRAM | Aitadena Southem Elght (8)
EXCEPTIONS DOCUMENT Officer Ana Markey 06/15/2009

age 1 0of 3

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or flll in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shali be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the X Corrective Action Plan Included
[ Division Level [] Command Level | nspection:
) , X Attachments Included
[] Executive Office Level Eighteen (18) Hours
P om Forward to:

Rolow p RegUined: Southern Division

7 Due Date:

ves  [INo 06/22/2009

apternspectic

Inspector's Comments Regarding Innovative Practices:
None.

~ommand Suggestions for Statewide Improvement: |
None.

Inspector's Findings:

On June 15, 2009, the Southern Division Inspection Team conducted an inspection of the Altadena Area. The
scope of the inspection included the Command Reimbursable Services. The inspection was conducted in
accordance with the Administrative Procedures Manual, Highway Patrol Manual 11.1 (HPM), Chapter 6. Ten
percent (16 documents) of the Area’s Reimbursable Services documents for the previous 12 months were
inspected.

~

Altadena’s reimbursable services are handled by the Area Overtime Coordinator, Officer Mark Larson. Officer
Larson has assumed this position for approximately 1 year. It was apparent during this inspection that Officer
Larson had good knowledge of the policies and procedures relating to reimbursable services.

Altadena Area’s reimbursable services for COZEEP and MAZEEP is handled by Office Technician, Stacy

Moming. Stacy Morning has assumed this position for the past two years. It was apparent during this inspection

that Office Technician Morning had good knowledge of the policies and procedures relating to Cozeep/Mazeep
reimbursable services.

i
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COMMAND INSPECTION PROGRAM | Aitadena Souther Eight (8).

EXCEPTIONS DOCUMENT Officer Ana Markey 06/15/2009
age 2 of 3

After completion of the CHP 465 and 467, Officer Larson forwards the documents to the Commander or designee
for review and signature.

ACTION ITEMS

Action Item #1

Question #33 - Are the original CHP 467 and contract agreement submitted to Fiscal Management Section
(FMS) upon completion of services (other than COZEEP, MAZEEP, extraordinary protective services, and
special project) within 5 days.

e 5 documents reviewed did not get completed within the 5 day timeframe. See attached documents.

o Although the 5 day timeframe is not in policy, it is recommended that the CHP 467 and CHP 465 be sent
to Fiscal Management Section (FMS) as expeditiously as possible.

Notes: The following item was not a part of the Chapter 8 checklist however the discrepancies below were
identified during the inspection.

< he counter receipt number (on form CHP251) and the R# assigned to the detail were not written on the checks
collected. Per HPM 11.1, Chapter 4, paragraph 8a. (6). the counter receipt number needs to be indicated on the
check. See attached documents. N

The Area’s Standard Operating Procedures Manual (SOP) did not have a section describing the duties of the
Area Overtime Coordinator. I was told the Area Commander was in the process of completing a new Standard
Operating Procedures Manual for the office.

| Commander's Response: X Concur or [] Do Not Concur (Do Not Concur shall document basis for response) J

| concur with the inspector's findings.
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EXCEPTIONS DOCUMENT Officer Ana Markey 06/15/2009
age 30of3
Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

None.

HReqUiiredTACtioN S P S S R e R R R R A A R I R R R

Corrective Action Plan/Timeline

The action items will be corrected immediately.

Action Item #1

The Area will forward CHP 467s and CHP 465s to Fiscal Management Section (FMS) as expeditiously as
possible and will set the 5 day timeframe as a goal.

wvotes: The following item was not a part of the Chapter 8 checklist however the discrepancies below were
identified during the inspection.

The counter receipt number (on form CHP251) and the R# assigned to the detail were not written on the checks
collected. Per HPM 11.1, Chapter 4, paragraph 8a. (6). the counter receipt number needs to be indicated on the
check. See attached documents. The counter receipt number (on form CHP 251) and the R# assigned to the

detail will be written on all checks collected.

The Area’s Standard Operating Procedures Manual (SOP) did not have a section describing the duties of the Area
Overtime Coordinator. I was told the Area Commander was in the process of completing a new Standard
Operating Procedures Manual for the office. The duties of the Overtime Coordinator will be added to the

SOP.

DATE ‘

L] Employee would like to discuss this report with COMMANDER'S SIGNATURE :
the reviewer. e 177
(See HPM 9.1, Chapter 8 for appeal procedures.) /M//f /’///d("' [)5/1"*//0

INSPECT 'SIGNATURE ./ | DATE
--'J-f-'“."_-' ( '-'/9 -G ?

(L] Reviewer discussed this report with RE\E‘Z?T;‘&N DATE

employee 4 ) . o
T Concur [] Do not concur C’( ¢ -9
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STATE OF CALIFORNIA Command: | Division: Number:
"EPARTMENT OF CALIFORNIA HIGHWAY PATROL Altadena E Southern Eight (8) !
I,SPECTION PROGRAM Evaluated by: Date: !
CHAPTER 8 Officer Ana Markey #17280 06/15/2009 |
ND REIMBURSABLE SERVICES AsSisied Bys Date: i
COMMA Justine Lam 06/15/2009 |

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicaled. Any "No" answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspeclions shall be commented on via the "Remarks” section.

Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the nexi level of
command, Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken.
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

If this form is used as a Follow-up

TYPE OF INSPECTION

X Division Level

g
¢ [] Office of Inspections

L.ead Inspeclor's Signalure:
[] Command Level

[[] Voluntary Self-Inspection

= <

Follow-up Required:

Yes []No

(] Follow-Up Inspection Cominendet's Signalure’

BY: WM L7, / /‘4’,4/“) 4 ‘/n"r /7

For applicable policies, refer to HPM 11.1, Chapter 6.

Note: If a “No” or "N/A" box is checked, the “Remarks” section shall be utilized for explanation.

1. Prior to the performance of services, is the

contracting party informed of the rates charged for K Yes | [INo | CJN/A | Remarks

services, departmental equipment usage, and
[ cancellation policy? -
' 2. Does the billing rate include mileage and other
| expenses such as uniform or equipment damage? Yes | [INo | [JN/A | Remarks:

3. When a safety service is provided to another state

: agency, is the agency's five-digit billing code K Yes | [(JNo | [JN/A | Remarks
' obtained?
r 4. s the billing code documenled on the Reimbursable
| Services Billing Memorandum? X Yes | [JNo | [[JN/A | Remarks: -
| 5. s $50 charged for each CHP uniformed employee
i assigned to the detail if the cancellation notificationis | (X Yes | [JNo | [JN/A | Remarks:
1|__ ) less than 24 hours prior to the scheduled service?
| 6. Isaminimum payment of 4 hours overtime charged

when employee(s) could nol be notified of the X Yes | [ONo | [JN/A | Remarks:
- cancellation of their service(s)? .
: 7. Is information regarding the procedures to obtain
[ necessary right-of-way clearances or permits, local K Yes | [INo | [JN/A | Remarks.
| requirements, and other pertinent information made {
L available to inquiring parties? - ]
| 8. Are written requests for specific services directed to .
1 the appropriate command? Yes | [No | [JN/A | Remarks:
| 9. Are traffic control services less than $50,000 s

approved by Division? K Yes | [INo | [JN/A

10. Are traffic control services estimated to be $50,000 or

more approved by the Office of the Commissioner? (J Yes (INo | XI N/A

Remarks: Of the documenls reviewed

none were ove! $50,000

11. Are extraordinary protective services approved by the
Assistant Commissioner, Field? [(JYes | [JNo | [XIN/A |

| reviewed, none were proleclive
Services

CHP 680U (Rev 02-09) OPI 010
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CHAPTER 8
COMMAND REIMBURSABLE SERVICES
Questions 12 through 17 pertain to collecting advance deposits.
12. Is a Reimbursable Services Agreement (RSA) log i [ ! ]
L _number requested from Division for every contract? | [ Yes | [JNo | [JN/A | Remaks
13. Is a CHP 465 form completed in accordance with | |
policy? X Yes | [ONo | [J N/ | Remarks
| 14. Are advance payments collected from the contracting
| company prior to the start of the service? X Yes | [INo | [IN/A Remarks:
' 15. Is a CHP 251 prepared and mailed to the contracting
| company upon receipt of advance payments? Yes | [JNo | [JnN/A | Remarks: ]
| 16. Is a CHP 467 prepared and submitted to the Fiscal ,'
| Management Seclion upon completion of the K yes | [INo | [JN/A I AL
| contractual service(s)?
7 s a copy of the CHP 465 attached to the weekly
____CHP 230, and if applicable, a CHP 169? X Yes | [ONo | [ N/A | Remarks
Questions 18 through 31 pertain to the preparation of agreements,
i 18. Is a CHP 466 maintained? ‘ .
. [ Yes | [JNo | [JN/A | Remarks
| 19. Do RSA numbers begin with the letter "R” to denote
reimbursable services, followed by two digit fiscal X vYes | [INo | [JN/A | Remarks:
year, three digit location code, and a sequential N
', number for each agreement?
20. Is the CHP 466 closed out at the end of each fiscal
‘ year with a new log implemented on July 1 beginning Yes | [JNo |[JN/A | Remarks
| with the sequential number 0017 , 1 i
] 21. Are all sequential numbers accounted for when [
L reconciling with the Billing Memorandum? Yes | [ONo |[Jna  Remerks |
22 Are sequemlal numbers not matching Billing | ]I
. _____Memorandums reconciled? K vYes | [ONo | [JNA  Remarks -
i 23. Is the original RSA signed and filed at Area”?
] R R Yes | [INo | [IN/A | Remar :
24. Does the command proceed with all RSA
; arrangements, and if needed, ensure the requestor Yes | [JNo | [JN/A | Remarks.
r has obtained the necessary right-of-way, clearances,
and permits? B
25. Is the indemnification clause included in the
~___agreement when requested? X Yes | [INo | [JN/A | Remarks:
26. Is the inclusion of the indemnification clause
] approved by the Department of General Services, X Yes | [JNo | [ N/A | Remarks: *
| Office of Legal Services? - |
: 27. If the service is over $50,000 per occasion, is a 5 ey —
H emarks: one mel
| geHrI:/’iC?eSEUpr:ﬁgared and submitted to Contract | [(JYes | [JNo NIA [ it were over $50.000
i 28. Is a copy of the resolution, order, motion, or
ordinance of the local governing body obtained when | [XIYes | [ No | [JJN/A Remais
one of the contracting parties is a county, city, district,
or other local public body? f - B
| 29. Are dignitary protection services referred to the Office B | i
L of Dignitary Protection? X Yes | [JNo |[JN/A | Remaks
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30. Are CHP 312 forms, CHP 313 forms, and CHP 467
forms prepared when a statewide agreement is in
effect?

XK Yes | [INc | [JN/A

Remarks:

31. When state agencies are requesting a statewide
agreement, are they referred to Enforcement
Services Division, Field Support Section?

Yes | [1No | [JN/A

Remarks:

Questions 32 through 38 pertain to training agreement pro

cedures and reporting for services provided.

32. Is a CHP 230 prepared by the contracting party when
; fees are collected on the day of the training session?

[ ] No

:
[ ] Yes N/A !

Remarks: No oulside training has
been provided by lhe Area

33. Are the original CHP 467 and contract agreement
submitted to Fiscal Management Section (FMS) upon
completion of services (other than COZEEP,
MAZEERP, extraordinary protective services, and
special projects) within 5 days?

X No

(] Yes [ N/A }

Remarks: See aclion itermn #1

Are copies of CHP 467 forms forwarded to the next
level of review?

34.

X Yes | [[INo | [IN/A

Remarks:

. Is the date when the Billing Memorandum was sent to |
FMS noted on the Reimbursable Services Control
Log?

K yes | [ONo | JN/A

| 736. Is a copy of the command’s Reimbursable Services
Control Log forwarded or e-mailed to the Division

Coordinator at the end of each month?

R Yes | [ONo | (JNA

Remarks: i

Remarks

Is the Reimbursable Services Control Log verified
with the copies of the Billing Memorandums to ensure
[ all reimbursable time has been reported to FMS for
billing purposes?

[ 37,

LI N/A

D Yes | []No

Remarks:

38. Are outstanding items being inspected and resolved?

X Yes | [INo | [JN/A

Remarks:

Questions 39 through 52 pertain to extraordinary protectiv
special projects.

e services and report of overtime hours for reimbursable

39. Is a copy of the CHP 467 and CHP 465 submitted to

Remarks: Oul of the documents thal

lp' FI\/IS upon completion of extraordinary protective (JYes | [INo | X N/A 0T ETETEE [eib e\ Sl
. _SGIVICE_Sj?_ﬁ_I N services, -
" 40. Is a reimbursable special project code obtained on i { '
every contractual service? K Yes | [JNo | [ N/A | Remarks:
’ 41. Is the overtime report(s) for reimbursable special '
f project(s) used to reconcile CHP 415 forms for each D vYes | [(JNo | [JN/A | Remarks:
| special project? ) L ]
[ 42. Are the special project codes on the overtime .
i report(s) verified to ensure the correct special project | & Yes | [JNo | [J N/A | Remarks:
L code has been used? i
: 43. Are all corrections noted on the overtime report(s)? ®
| E Yes D No D N/A Remarks:
'; 44. Are overtime reporls approved and dated by the
! commander afler reconciling? KYes | [INo | [ N/A | Remarks:
! 45. Is the original overtime report(s) forwarded to FMS?
- X Yes D No D N/A Remarks: B 1
46. Is a copy of the overtime report forwarded to Division Rernarks: Per policy Southern
by the 10" of lhe month (except COZEEP/MAZEEP)? | K Yes | [INo | [JN/A T IE i e e RelL Moy

CHP 680U (Rev, 02-08) OPI1 010



Page 40f 4 -
STATE OF CALIFORNIA
“EPARTMENT OF CALIFORNIA HIGHWAY PATROL
'SPECTION PROGRAM
CHAPTER 8
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" 47, Are all COZEEP/MAZEEP reports forwarded to ] I ]
] Division by the 15" of the month? PJves | [JNo | [N/ Remarks R
' 48. Are all COZEEP/MAZEEP reports approved by | !
' Division and forwarded to FMS by the 30" of the Yes I [JNo | [OJN/A | Remarks:
L month? s
| 49. |Is a copy of the CHP 71 atl'ached to the overtjme o Remarks: Nore Inspecled. In the rare
1 reporl(s) when there are reimbursable nonuniformed | [] Yes | [] No NIA | Cocasion non-uniformed time is
[ personnel hours? involved, CHP71 is atlached lo lhe
OT reporl.
50. Is an amendment of service agreement requested
prior to the fund being depleted, and if necessary,is | [X)Yes | [ No | []]N/a | Remarks: -
the service discontinued? - o .
51. Are all payments made directly to FMS?
N g Yes D No D N/A Remarks: ]
52. Does the commqnd (equire delinquent com_pgnies to - B markes Eommanber® ool rocelle
pay outstanding invoices in full prior to providingany | []Yes | []No N/A information from Headquarters

future services?

regarding delinquent accountls,
Therefore commands cannol track
the information
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